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1 How to Install the Program 

1.1 Guided installation 

The installation of the program is completely automatic, based on standard installation methods for 
Windows programs, and requires no detailed technical knowledge. 

The procedure for installation varies according to whether a CD is used or if the program is 
installed from the Internet. 

• Insert the disk into the CD-ROM drive. 

• If the Setup program doesn't display automatically, then type setup.exe. 

From this moment onwards the installation will proceed automatically along standard Windows 
lines. 

If it should happen that the program has been previously installed then, during installation, you 
may be asked to select a new directory. 

1.2 Notes on Installation 

The installation does not alter main or system files and installs nothing in the Windows system 
directory. 

The setup program decompresses and copies the program files onto the hard disk. 

A program to remove everything (uninstall) is installed at the same time. 

The uninstall program when used will remove all the files that have been installed. 

1.3 Notes on Multi-Lingual Usage 

All the multi-lingual options are copied to the LangDll sub directory. They are files with the same 
name but with different extensions that indicate the language. The program automatically shows 
the available languages. 

To add a language not yet installed, copy the language file to the LangDll directory and restart the 
program. 

To remove a language, cancel the relevant language file. To use this option, the program should not 
be in use. 

Start-up language 

As you install the program, it checks the language defined in Windows and, if available, will use 
this language. 

If necessary the program will offer a selection from the available languages. 
The program language can always be redefined in basic setup (Menu File). 

1.4 Other information 

It is possible there is more recent installation information or new, updated options on the CD you 
receive. Check whether this file exists and study the content. 

You can find the manuals latest version, patches and online lessons on our site www.banana.ch, 
which can offer you an interactive learning method. 
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2 Accounting in a Moment 

In a moment you can create your own accounting (we presuppose a knowledge of Windows). 
The following chapters will explain in detail the various possibilities offered by the program. 

2.1 Create a New Accounting 

Creating a new accounting is simple but it is worthwhile running through the program using one of 
the examples before beginning. 

A new accounting is created using the File menu, New command. 



Create new file 



Group 


File 


Double Enli ■: Accounting 




Double-Entry without VAT 


Cash book 




Double-Entry with VAT 


VAT report 




Double-Entry with foreign currencies 


Labels 




Accounting Report 






: r-.i E ■ ■ Mr n.lvi . 



ExamplesjPrototypes j^^^^^^^^^J 




r r ■ 1 1 1 -'. i ii ■:■ t i 1 -! v f •• • i • i • ->■ i - f.r . 


EXAMPLE with chart of accounts and transactions 




r.rr. i .r. - : :■:■:<■■,• -:r, 




Accounting for a Company 




..... r.li-. i r.. , l r..1. i . . . 





OK I Cancel ? 



T"/ie Accounting Selection Window. 

The program is furnished with a series of models. To perform your own accounting it is much 

better to adapt a model to your own needs than to begin from scratch. 

An accounting consists of a Chart of Accounts and entries. 

If the accounting includes VAT there will be VAT codes and columns for VAT. 

If the accounting includes foreign currency, there will be exchange rates and columns for foreign 

currency amounts. 

There are models with the Chart of Accounts already setup (with VAT codes and exchange rates 
where necessary) and sample models that, as well as the Chart of Accounts, have initial balances 
and entries. 

Choose an Accounting Model 

To create a new accounting you need to choose the type of accounting required from a dialog 
window. For double-entry accounting you can choose between accounting with or without VAT 
and with or without foreign currencies. 

For each type of accounting you select, there is a choice of models/examples at the foot of the 
page. 
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2.1.1 Try Out a Model without Saving It 

Choose an accounting model with sample entries. 



File Edit Data FgtTn'.at OQtidns Account! Accounts Window 



Stationery 



Cash 

Current Account- bank 



Current Account - post office 
Total liquidity 




1 '31 2.56 
1 255.34 



1 '877.54 
-20-136 21 



1 



C:\Doc\eng\MyCompany2003.ac2: 2 



De scrip! ioi 



□MB 



2 Stationery 13140 

3 Sales in cash 1 1 □□□ 

4 VAT payment to gov' agency 2016 
1 Withdrawal from post, office a/c 1 000 

5 Supplier Pince- inv. 1256 2000 

6 Pay Telecom invoice 31 42 

7 [Rent- January 1 3110 

8 [ PaySupp. Joseph- inv. 1233 
3 | Pay Jan uary salaries 



Salary : John (gross) 
Salary : John withhold social a 
J Cost Centers Expiry [ 



200C 



31 OC 



1000 
4000 
1005 
101 0 
1005 
101 0 
1005 
1005 
1005 

|3101 [ 



27.36 
107.14 1 

5'243.36 
590.96 

7'526.05 
235.00 

1 '200.00 

2'687.00 



2'i500.00 
260.00 



i-6 Key = import row values with similar lent 
3140 Siaiionery 
1 000 Cash 

1 002 VAT recoverable on investments and comi 

AI10 Purchases ioi investment/commodity 1 0S 



25.33 
1 '877.54 

23.63 



PS |NUM |SCPL | OVF! 



1/13 



The Program with some windows open 



Try to print the Chart of Accounts (File menu, Print). 

Add a new account (add a line in the Chart of Accounts and write the account number, its 
description, class and group). 

Request an account card (double-click on any of the account numbers). 

Insert a new entry (add a row to the entries and insert the necessary data). 

Up until now you have performed trials you do not want to save. Close the accounting without 

saving it (File menu, Close. Reply No to the request whether you wish to save the changes). 

In the same way you can look at other models and try to edit them. 

2.1.2 Create your own Accounting 

Create a new accounting, this time choosing a model without entries. 

Give a Name to the Accounting. 

Choose the Save as command from the File menu. Use a name sounding like the company name 
for whom you are doing the accounting and include the accounting year (Company-2002.ac2). 

Adapt a Chart of Accounts 

Move to the Accounts table and add or modify the Chart of Accounts according to your own needs. 
Be careful to give an account number, its class and correct group. For the moment, follow the 
existing plan (Group, GR). If the method of grouping is not to your satisfaction, you can change it 
at a later date. 

Input the Initial Balances 

To begin an accounting (unless it is for a new company) you need to input the initial balances. Use 
the Opening Balance column in the Chart of Accounts. For accounts with a debit balance 
(liabilities) the opening balance needs to be put with the negative sign. 

Check in the information window (foot of page) whether there are any differences in the initial 
balances. 
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Adapt the VAT Code Table 

If your accounting includes VAT, go to the VAT code table and check that the codes correspond to 
your needs. 

If you need to add a new VAT code, copy the options from an existing code. If you think you may 
have special needs that are not yet clear, don't worry. You can always return and modify the table 
at a later date. 

Insert Transactions 

Move to the Transactions table and input the accounting entries. 

Print an Account Card 

Double-click on an account number and the account card will immediately appear. 
Using the print command you can print the account card. 

If you double-click on a row number on the account card (with a green dot) you immediately return 
to the original entry row. 

Check All is Correct 

In the information window (foot of the page) no error should be noted. 

In the Totals table no difference should have occurred (difference should = 0). 

If there is a difference, then an error has been made in the entries, or the initial balances were 

incorrect, or you haven't put a class to the accounts. 

Use the Recheck accounting command (Shift+F9) and if there are any entry errors they will be 
pointed out again. 

Balance on the Accounts Table 

Using the Recalculate account groups command (F9), you can recalculate the totals on the 
Accounts table. 

The balance on the Accounts table contains all the separations put there by yourself. 
You can print choosing the view that most interests you. 

Printing the Trial Balance 

Using the Balance sheet by classes command (Accountl menu) you get a summary of the Balance 
Sheet and Profit & Loss Statement. 

Printing the Enhanced Balance Sheet 

Using the Enhanced balance sheet command (Accountl menu), you print the Balance Sheet and 
Profit & Loss Statement following a predefined outline. 

Save 

Select the Save command (File menu, Save). 
Close 

Select the Close command (File menu, Close). 
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2.2 Helpful Advice 

2.2.1 Important 

Make Back-up Copies of the Accounting. 

Regularly back-up the file copy of the accounting to diskette (after having updated it). 
Your Computer is not Perfect 

Even you can make errors and cancel data or files without meaning to. 
Read the Manual 

Important information about the program and how to use it are included in the manual. 

If you don't read the manual, you cannot discover the remarkable opportunities the program offers. 

2.2.2 Work Quickly 

There are many options that have been included to help you to work quickly. A few of them are 
listed below. 

F4Kev 

When you are on an entry row, this key will copy the contents of the previous line (so as not to 
rewrite the date for example). 

Fast data 

If you type just the day, or the day and the month, the program will automatically complete the 
information with the month and year. 

Create memorized lines for repetitive operations. 

Creating memorized lines (memorized lines table) you can recover them using the F6 key so that 
you do not have to keep inputting the same entries. 
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3 Basic Guide 

3.1 General Conventions 

The terms and typographical conventions used in this documentation are listed below. For the most 
part, they will be familiar since they are entirely consistent with the Windows environment. 

3.1.1 Typographical Conventions 

• The word Select means: perform a task by clicking a menu item or command button appearing 
in a dialog box or directory window. 

• The word Select OK indicates it is possible to carry out a command either by clicking the OK 
button or by hitting Enter on the keyboard. 

• The word Select means also to highlight the area of a window on which the next changes will 
take place. Moreover this command allows you to select a specific option from a dialog box. 

• A numbered list (1, 2, ...) indicates a procedure composed of two or more sequential steps. 
These procedures usually refer to operations carried out using the mouse. 

• See "keyboard conventions" and "keyboard shortcut keys" for the complete set of keyboard 
commands and shortcut keys. 

3.1.2 Mouse Conventions 

• Point means to position the mouse pointer so that its edge is on the object that needs to be 
visualized. For example "point to the first row, first column cell". 

• Click means to press and release a mouse button quickly, without moving the mouse. 

• Double-Click means to rapidly press and release a mouse button twice without moving the 
mouse. 

• Drag means to keep a mouse button pressed while moving the mouse, releasing it afterwards. 
For example "to select a range of cells, drag the mouse pointer from the first to the last cell". 

3.1.3 Keyboard Conventions 

• An initial capital letter denotes the names of the keys on most common keyboards. For example 
the Alt key is indicated by Alt and permits a choice from the commands on the menubar. 

• A plus sign (+) indicates a combination of keys. For example, "Press Shift+Fl" tells you to hold 
down the Shift key while pressing the F 1 key. 

• A comma (,) between two key names indicates that the two keys must be pressed one after the 
other. For example, "Press Alt, F, A" indicates you should press the Alt key and release it, press 
the F key and release it and, finally, press the A key and release it. 

• If an extended keyboard is used, it is possible to move throughout the program by using the 
arrow keys ( Up, Down, Left and Right arrows ), Home; End; PgUp, PgDown with their relative 
combinations (for example Ctrl+Home). 

3.1.4 Selecting Areas 

Before carrying out a program command, it is often necessary to select the part of the page on 
which you want to work. 

A selection is taken from the parts highlighted on the screen on which a subsequent action or 
command will have an effect. It is possible to select a cell or a series of cells in a window. 
Using the scrollbars it is possible to move through a table too large to be seen all at once on the 
screen. The active cell and the current selection remain the same. 
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The height and length of the scrollbar represent the total horizontal and vertical data area of a 
window. 

The scrollbar boxes within the scrollbars move to indicate the current position inside the window 
while scrolling. 

A cell, or a sequence of cells, can be selected, by using the mouse or the keyboard. 

3.1.4.1 Selecting Areas with the Mouse 

A single selected cell is called an active cell. 
How to Select a Single Cell: 

• Click the cell to be selected 
How to Select a Sequence of Cells: 

• Move the mouse to the first cell to be selected. 

• Drag the mouse across the cells that need to be selected keeping the mouse button pressed. 

• Or hold down the Shift key and select with the mouse. 

To Make Other Kinds of Selections Using the Mouse: 

• To select a complete row or column, click the row number or the heading of the column. 

• To select several rows or columns, drag the mouse across the row numbers or point to the 
column headers, meanwhile holding the mouse button down. 

• To select an entire table, click the intersection between the column headers and the row numbers 

3.1.4.2 Selecting Areas Using the Keyboard 

Naturally, as previously mentioned, the commands can also be carried out by using the keyboard. 
As far as selection is concerned: 



Key 


Description 


Shift+PgUp 


Select a column by moving upwards, page by page. 


Shift+PgDn 


Select a column by moving downwards, page by page. 


Shift+Right 


Select the row on the right. 


Shift+Left 


Select the row on the left. 


Shift+Up 


Select a column upwards. 


Shift+Down 


Select a column downwards. 


Shift+Home 


Select to the beginning of the row. 


Shift+End 


Select to the end of the row. 


Shift+Ctrl+Home 


Select to the beginning of the window. 


Shift+Ctrl+End 


Select to the end of the window. 


Shift+Enter 


Select field after field moving forward by a cell. 


Shift+Spacebar 


Select the entire row. 


Ctrl+Spacebar 


Select the entire column. 


Shift+Spacebar,Ctrl+Spaceb 


Select the entire window. 



ar 
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3.1.5 Redefining Some Keys and the Double-Click 

• Just like all Windows applications, the program uses the Double-Click means of selection and 
confirmation (for example, when a file name is chosen from the Open dialog window). 

• In program documents, the double-click assumes particular meanings when used in some 
contexts like opening a window related to particular data, or returning to a row that generated an 
error message. 

• Some key combinations, for example those involving the F6 key, also issue different commands 
according to the context in which they are used; see the manuals referring to each document for 
additional information on these redefinitions. 

3.1.6 Inputting Dates (Year 2000) 

The program is ready for the year 2000. The years are memorized with 4 figures. 
It is possible to input the years using 2 figures and the program will convert them to 4 figures along 
the following lines: if you input a year less than 30, it will be read as belonging to 2000 but if it is 
more than 30 it will be read as belonging to 1900. Thus inputting "20-1-01" becomes "20-1-2001", 
whereas "20-1-99" becomes "20-1-1999". 

3.2 Basic Concepts 

3.2.1 The Menus 




The program with some tables open. 



It is possible to choose the commands in various ways: 

• From the Menu Bar 

• By using the Shortcut keys, a list of which can be consulted in the program Guide at any time. 

• From the Instrument Bar, the most frequently used commands are represented by buttons and 
icons. 

Basic instructions for selecting menu commands, the use of dialog windows and other fundamental 
concepts, are included in the Microsoft Windows system documentation. 

Program commands are collected in Menus. Menu names appear in the menubar near the top of the 
application window. 
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The menu bars change according to the type of window currently in use. For example, if the 

message window is active, a reduced menu bar will be displayed. 

When a command name is followed by 3 periods (...),a dialog window appears. 

This window is used both to provide information and to choose options before the command is 

carried out. In order to close this dialog window and confirm the options, click the OK button. 

If commands appear to be dimmed, it means the command is not currently available or else it is 

necessary to make a choice or perform an operation before being able to choose it. 

3.2.2 The Upper Toolbar 

When the mouse is used, the toolbar provides shortcut commands for managing windows, for 
example: Save, Add rows, etc.; hiding windows or documents, activating a different View on a 
window. 

On the toolbar, moving from left to right, there are some buttons that correspond to some menu 
options. 

By positioning the mouse on one of these buttons and waiting a moment, the specific meaning of 
each one will be visualized on the screen 

3.2.3 The Inputting Text Area (Top of Page) 

It is situated directly below the toolbar. Texts are inputted in this area 

To modify an existing cell, click on the area with the mouse and proceed to modify. 

To modify, it is also possible to hit the F2 key. 

If the smart fill function is enabled, there is an information window at the end of the text with a list 
of various values and, hitting the right arrow key, a choice can be made without having to type 
anything. 

3.2.4 The Information Window (Foot of Page) 

This is a fixed window with no titles, located at the foot of the screen. In this position can be 

found various pieces of useful information for operating the program. 

Data contained in the information window is specific to each document and table. 

In the case of Accounting documents, the linked window is the Transactions one which contains, 

for example, information about the difference between Assets and Liabilities on a selected account. 

It also becomes a selection window; for example, as you select an account, you can view all the 

account identifications that begin with the typed characters. 

You can select the desired value by making a double click and the value will be copied to the cell 
where you were working. 

In the Basic Setup window you can change the size of the information windows. 

3.2.5 The Accounting Windows 

You can have more than one accounting open at the same time and each accounting has its own 
window. 

3.2.6 The Message Window 

All messages are listed in a Message Window. 

Each message indicates the table and the row where the error occurred. 

By making a double-click on the message you move to the row where the error occurred. 

Various commands for working in the Message Window can be found in the Windows menu. 

Warning Messages Messages are first viewed in a dialog window. If this option is not 

active, no window will appear and the messages can only be found 
in the Message Window. In the error dialog window, if you click 
on don't warn, the option to view messages is disactivated and it 
is necessary to reutilize this option in order to reactivate it. 
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Message Window 
Clear Messages 



Activates the Message Window. By clicking twice on an error 
row, you can return to the table and row where the error occurred. 
Eliminates all messages contained in the message window. As 
you perform a recalculation, the program will automatically empty 
the window. 

The Error Messages chapter contains a list, in alphabetical order, of the messages that can appear 
when using the program together with their relative meaning. 

3.2.7 Commands on the Windows Menu 

The windows can be moved and changed in size at will following usual Windows' rules. 
The commands for arranging and viewing windows are in the Windows menu: 



Tile horizontally 
Cascade 

Arrange icons 

Next window 
Previous window 



By selecting this command, the windows are arranged vertically 
side by side and take up the whole screen; if the Message Window 
is active, it can be found at the bottom of the screen. 
The windows overlap from the upper left corner so that the title 
and the left border of each window is visible; if the Message 
Window is active, it can be found at the bottom of the screen. 
If the windows have been set with icons, the icons will be shown 
one next to the other in the lower part of the screen. 
Move to the next window. 

Return to the window where you were previously working. 



3.2.8 Basic Setups 

Basic setups concern various types of selections principally serving two purposes: 

to customize the appearance of the Files (choice from various fonts) and to adapt them to your own 

needs (back-up copies and automatic save) 



Basic setup 



Maximum number ot undo operations 

Autosave every (minutes) 
W Create backup copy (.BAK) 



Font Type 


bd 




Arial 


X Zoom 




1 30 




Height of Info-Window (in rows! 








Program Language 


Id 




English 



Smart fill row limit 
^ Total during selection 
W Recently used file list 
Document Directory 

J I - 



1 4000 



Browse 



The Basic Setup Window 



Basic Setups and their relative descriptions are listed below: 

Input the maximum number of operations that can be undone (one 
after the other) by choosing the Undo command from the Edit 
menu. 

You can select the name of a font type. If your printer does not 
print certain fonts, then select another one. 



Maximum Number of Undo 
Operations 

Font Type 
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% Zoom 

Autosave every (minutes) 

Create Backup Copy (.BAK) 

Height of Information 
Window (in rows) 



Program Language 



Total During Selection 



Smart Fill Row Limit 



Recently Used File List 
New Files 

Document Directory 



If the data in a table needs to be shown either smaller or larger, 
you can adapt the Zoom percentage. 
This option automatically saves a Document with a certain 
frequency (in minutes). 

As a File is saved, the program will automatically save the 
previous version of the file renaming it with a .bak extension. 
The number of lines that are to be shown in an Information 
Window. 

Warning: The size of a window is fixed as the program begins. If 
the window size is changed, no difference will be noted immedia- 
tely but the change will take place when the program is restarted. 
The language used for the program. The language can be changed 
if you wish to use a different one from that which is predefined, or 
else if the predefined language is not available. 
If the program should total the amounts selected. 

Disactivate this function if instantaneous totalling might slow 
down certain other functions. 

When inputting data, the program reads the input data and tries to 
suggest how to complete it. Where there are many rows, this 
function can slow down your work. You can fix a limit on the 
number of rows beyond which smart fill will not be used. It very 
much depends on the speed of your own computer. If you find you 
are being slowed down, try using 500, 1000, 2000, 3000 or other 
higher or lower figures. The absence of a number (0) means that 
smart fill will also be used. 

The File menu keeps a list of the files on which you have most 
recently been working. 

To set up the parameters and create a new file. 

Insert the directory name in which new documents will be saved. 



3.2.9 How to Exit the Program 

The Exit command closes the program. It can be accessed by clicking on the mouse or by using the 
Alt+F4 combination. If any changes were performed in the file currently open, you will be asked 
whether they should be saved. 



3.3 Files or Records 

Files are saved using their own name. Each File is a distinct record independent of others. 

Various tables are then included within each File window such as the ones for Accounts, 

Transactions and Totals for each Accounting. 

The File menu holds the main commands for managing the Files. 

You can create more of them, open already existing Files and save the work performed. 

You can open more than one File at a time and have them open in more than one window so that 

you can therefore view more than one table from the same File at the same time. 
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3.3.1 Create a New File (Accounting) 



Group 


File 


Double-Entry Accounting 


Double-Entry without VAT 


Cash book 


Double-Entry with VAT 


VAT report 


iMr-Entr . ■■ rti. ■:■ ri-y< :■ ner.vie: 


Labels 


Double-Entry with VAT and foreign currencies 




Accounting Report 




"viri'.ir. E ■: t ■ ifi-j r ■■ : t->i . 



Examples ^Prototypes 



[■■Jew blank (without data, without chad of accounts) 



EXAMPLE with chart of accounts and transactions 
Accounting for an Association 
Accounting for a Company 
Accounting for a Professional Studio 



Select New File Window 



• Open the File menu. 

• Choose the New command from the File menu. 

• Select the Group of Files to work with. 

• Within the Group, select the type of File you want to use. 

• Confirm with the OK key, or press Enter. 

Normally it is easier to choose an example/model that is already set-up and adapt it to your specific 
needs. 

In this case the program will create a new File using a model. All the data and setup (language, 
decimal points, etc.) are taken from the model. 

If some of the basic setup for the new file needs to be changed, then you need to select a new, 
blank one. 

You can also create a new file New Blank. In this case you will need to enter all the necessary 
data. 

3.3.1.1 New Blank File 

If you need to create a new file, then you need to input certain parameters: 



Outline to create new file 



Language 

Decimal points for amounts 

Decimal points for amounts in foreign currency 
(multi-currency only) 

W Roundup 0.5 to 1.0 (Euro) 




OK Cancel ? 



Parameters for the New File 
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Basic Setups and their Relative Descriptions: 

Language The language that will be used for the headers of each field in the 

tables. 

Decimal points for Amounts To avoid bookkeeping differences, the number of decimal points 

in the amounts field are fixed for each file. Normally two decimal 
points are used but there are currencies where no decimals are 
used and you need to set 0. 

Decimal points for Amounts If it is a multi- currency accounting, the number of decimal points 

in Foreign Currency for the foreign currency amounts need to be defined. 

(Multi-Currencies Only) 

Round Up 0.5 to the Next Amounts are rounded up to the next number. If two decimal points 

Number (Euro) have been defined, an amount of "1 .004" will be rounded down to 

"1.00" whereas "1.006" becomes "1.01". 

When you come to a "0.5", you are exactly in the middle and either 
the next figure downwards or upwards could be used. 
There are two different ways to round up "0.5" or, as in our case, 
the amount of "1.005" 

In Europe, and specifically for the Euro, amounts are rounded up- 
wards and thus "1.005" becomes "1.01" 

Following international banking rules, however, "0.5" is rounded 
to the next even number. Using this system, differences are redu- 
ced since one time "0.5" is rounded up and the next time down. 
"1.005" becomes "1.00", "1.015" becomes "1.02", "1.025" beco- 
mes "1.02", "1.035" becomes "1.04" and so on. 
As soon as these values are confirmed, a new file is created using the set parameters. 
It is thus possible to have accountings in various languages and decimal settings; it is not, however, 
possible to change the language and decimal settings once the accounting has been created. 

3.3.2 Open an Existing File 

In order to open an existing file, choose the Open function from the File menu; the sequence of 
steps is as follows: 

• Open the File menu. 

• Select the Open command. 

• Select the directory where the File was saved. 

• Select the file. 

It is possible to move from one file to another by clicking the icons that appear on the toolbar or by 
using the following combination of keys: Ctrl+F6. 

If a File has been protected by a Password, the program will request the password as the file is 
opened. 

3.3.3 Save a File 

The File data needs to be saved to disk before the file is closed. 

It is recommended that work in progress be saved from time to time to avoid losing data due to a 
power failure or a hardware problem. 

It is also recommended that you make backup copies on diskette or in different directories. 
For this reason, the program provides the following features: Autosave every n minutes and 
Create a backup copy in Basic Setup on the File menu. 

Both the Save and Save as commands on the File menu save a file but they differ as follows: 

• The Save as command saves a new file for the first time and gives it a file name or else saves an 
existing file with a new name. 
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• The Save command is used to save an existing file under the same name. It replaces the old 
version with the new version. The file name remains the same. 

Using the Save as command, a file can be saved with a different name, in a different working 
directory or file, or on another disk. 

The program does not automatically close a file after having saved it, so work can continue once 
the record has been saved. 

When a file is saved for the first time using the Save or the Save as command, a dialog window 
appears requesting a file name. 

Warning: even if there is not much space on the disk, do not cancel the Save or the Save as 
command after the Save or OK button has been chosen. 

This can interfere with the saving operation and lead to the loss of data. Never cancel an ongoing 
saving task. 

• Open the File menu. 

• Choose the Save as command. 

• Type a file name. 

• Confirm with the OK key, or press Enter. 

A file can also be saved by clicking the appropriate button on the toolbar. 

3.3.4 Close a File 

Whenever a file is closed after being altered, the program generates a message asking whether or 
not these changes should be saved. 

Click the Yes button to save the changes, the No button to delete the changes, or click the Cancel 
button to exit the Close operation. 

• Open the File menu. 

• Select the Close command. 

3.3.5 Compatibility with Previous Versions of the Program for Windows 

Only Files created using the 2.02 and 3.0 versions of Windows are compatible with the current 
version of the program. 

When you select a file created with a previous version, the data is automatically converted. As the 
file is saved, you are advised that the conversion has been successful. 

3.3.6 Basic Document Data 

Each File has its own data that can vary according to type. 

For double-entry accounting the basic data even includes specific options, for example the start and 
end dates and the profit and loss accounts. 

Once a new File has been created, you need to input its basic data which consists, in most cases, of 
headers 1 and 2. These texts are used to head the windows and the pages when printing. 
Once input, they can be altered using the Options menu, Basic Data command. 

3.3.7 Language 

The program automatically generates texts for each file (for example the total number of entries 
row on the account card, enhanced printing of balance sheets). These are shown in the language in 
use. 

Normally the language in use is the language in which the program was created. 
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File properties 



Language 
Creation language 



iii 



|Englis 




Options: Language 

3.3.8 Change a Password 

To prevent other users from altering the data contained in a document, it can be protected by a 
password. To protect a file using a password you need to: 

• Open the Options menu. 

• Select the Change Password command. 

• Type the desired password; the program displays an asterisk for each character you type to 
ensure secrecy 

• When the program prompts you to confirm the password, retype it. 

When you select the Open command from the File menu to open a File, if it has been protected by 
a password, you will need to type the password in. 

In this case, too, the program will display an asterisk for each character you type. If the password 
is incorrect, you cannot enter the File selected. 

The Change Password command in the Options menu allows you to change a password: you need 
to type the old password before typing the new one; the program prompts you to confirm the 
password, so you have to retype it. 

A password does not give a high level of protection. If you really want to render data inaccessible 
to third parties, you need to purchase specific cryptographic software. There are various 
companies who specialize in this area and offer advanced cryptographic systems. 

3.3.9 Merging Two Files 

You can merge two files that belong to the same group (for example: a double-entry accounting 
with a double-entry accounting). 

To merge data from two different files, follow this sequence of operations: 

• Open the first file (the one that contains the data for both of them). 

• Select the Merge file command from the Options menu 

• Select the file name of the second document and the directory where it is stored 

• The program displays the documents chosen. Choose OK to merge the two documents. 

• If the files are different even though they belong to the same group (for example an accounting 
with or without VAT) you will be advised that you will probably lose some data. 

3.3.10 Convert to new file 

Using this command it is possible to convert an existing file and create another with a different 
structure. If you go from one with several options (e.g. VAT) to one with less (e.g. without VAT), 
the data will be lost during conversion. 

This command creates a copy of the existing file, and the existing file undergoes no changes. 



© Copyright Banana. ch - Lugano (Switzerland) 



www.banana.ch 



Basic Guide 



24 



Select value [x] 



Create new (copy Hate) 
Double-Entry with VAT 



Double-Entry without VAT 
Double-Entry with VAT 
Double-Entry with foreign currencies 



Double-Entry with VAT and foreign currencies 




Convert to New: Double-Entry Accounting. 



3.3.11 Statistics 

A table is displayed with all statistical and informative data in relation to the file. It gives complete 
information on the number of rows, errors, warnings. 

Included in this information is the control CRC which allows one to check whether the accounting 
has been altered in some way. 

This statistical information has been included mostly to facilitate the auditor's task when auditing 
the accounting. 











Accounts Transactions Totals 


VAT Codes Foreign Exchange 


A 






Text 


Value 








1 


Statistics 










2 


Date 


31.10.2003 








3 


Time 


15:05:40 








4 












5 


File 










G 


File Name 


C:\DoctengWyCompany2003-multicurrencies.ac2 








7 


Date last saved 


31.10.2003 








8 


Time last saved 


14:56:32 








9 


File size 


305856 








10 


Header 1 


Company Test 








11 


Header 2 










12 


Decimal points for amounts 


2 








13 


Round 0.5 to 1 


Yes 








14 


Lanauaae in use 


9- English 








15 


Lanauaae used to create 


9- Enalish 








16 












17 


Creation data 










18 


Creation date 


31.10.2003 








18 


Creation time 


14:51:12 








20 


Unique number 


20912544 








21 


Type 


Double-Entry with VAT and foreign currencies 








22 


Croup number 


100 








23 


Application number 


130 








24 


Version number 


100 

















Statistics: Double-Entry Accounting 



3.3.12 File in HTML Format 

This comprises the printing of all the accounting data to disk, in HTML format. 

HTML format is that of the Internet, and therefore used on millions of computers all over the 

world. 
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This method of recording data has been included to facilitate that of accounting data. By using this 
method you can, in fact, file away accounting data and reaccess it after many years, even if the 
program is no longer installed. 

The fact of not having to use the program to print the account and balance sheet cards is very 
important, not only from a technical point of view but, above all, from a legal one. 



File Accounting in HTML format 



p Show file immediately 
Create table options — 



Header 1 | Company Test 



Header 2 
Header 3 



r 



p Table with border 



Include 

Transactions Table 

[7 Totals table 
Accounts table 
Exchange rate table 



El 



Statistics table 
W All account forms 
|7 VAT Report 



OK 


Cancel 







HTML Archive: Double-Entry Accounting. 



Data filed away in HTML format is like printed information. The totals are static, they are not 
recalculated as they were when using the program. It suffices to use a commonly used program 
(Netscape or Explorer) to view the data on screen or print it on paper. 

With new rules in use on a worldwide scale, new certifying companies are being created who, like 
a Notary, will certify that a certain record has been presented to them on a certain date, with certain 
characteristics, sizes, etc. and they release a legally valid certificate like that of an official 
document. 



3.4 Program Tables 

Each accounting File is made up of several tables. In double-entry accounting there are tables for: 
Accounts,Transactions and Totals, as well as the Selections table and that for Memorized Lines. 

3.4.1 Main and Auxiliary Tables 

There are Main and Auxiliary tables. 
Main tables are those viewed immediately. 

In double-entry accounting the main tables are Accounts, Transactions, Totals, VAT code, 
Foreign Exchange. 

Auxiliary tables are those found in each file no matter of which type. Auxiliary tables include 
Selections table, Memorized Lines table, etc. 

To change from one table to another, click on the name of the table and use the Ctrl+PgUp and 
Ctrl+PgDn keys. 

3.4.2 The Selections Table 

This is a table that acts as a temporary container where you can copy, view, order rows freely 
according to the needs of a specific case. 
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You can proceed to copy rows into the selections table in two ways. 

• Open the Data menu. 

• Select the Copy data to selections command. 



Input value 



□ 



Insert column matching value (* = all dates) 



20030120 










OK 


Cancel 







Insert Data for Selection 



By inserting data relating to the column in which the cursor is positioned and clicking on the OK 
button, all the lines containing the inputted data will be copied from the active window. 

Or: 

• By double-clicking the cell containing the data, the Selections table automatically opens, thus 
avoiding opening a dialog window. 

If the required cell belongs to a Date type column, the field must be completed by using the 
following format: yyyymmdd. 

If you need a complete copy of the active table, choose the copy selected data command and insert 
the value "*". 

From a row in the Selections table, you return to the row in the original table by making a double 
click on the row number marked by a green dot. 

For example, if you select all entries that took place on 20/1/03 from the Transactions for the 
Accounting File table by double-clicking on the Date column, a table entitled Selections 
(Transactions) will be opened and the rows that correspond to this request will be copied. 
A double-click on the row number in the Selections table will reactivate the Transactions table 
again and the cursor will be positioned in the Date column on the first field that contains 20/1/03. 
The title of the Selections table displays a record of the operations that took place: if you perform a 
selection of rows from the same Selections table, the title line will read Selections (Selections 
(Transactions)). 

3.4.3 The Memorized Lines Table 

Each window has a container called Memorized Lines. Using the Memorized Lines table 
command, you can view, alter and add to them. 

For each file there is just one memorized lines table where it is possible to modify the memorized 
lines for each of the primary tables one at a time. 

In order to display the memorized lines for a table, you need to call up the primary table (e.g. 
Transactions) and activate the Memorized Lines command from the Edit menu. 
Using this command, a window with the title "Memorized Lines [Transactions]" is displayed. 
When a Memorized Lines option is closed, or when memorized lines relating to a different 
window are required or, finally, when a file is closed, the memorized lines are saved automatically 
(evidently only if the entire job is saved). 

To copy data from/to the Memorized Lines table, choose the commands Copy rows TO 
memorized lines and Copy rows FROM memorized lines from the Edit menu. 
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Lines will always be added at the end of the already existing ones. In some applications, 
e.g.Double-entry bookkeeping, the F6 function key can be used to copy data from Memorized 
Lines. 

In a Memorized Lines window, the columns are equal, in number and order, to those of the 
window they came from; moreover the same operations can be performed on them. 

3.5 The Edit Commands 

There are two distinct ways to work on a table. 

Normally you select a group of cells and you copy or paste. In this way you only work on the 
visible cells and it is impossible to overwrite protected columns. 

In the rows mode you can cancel, copy and paste entire rows and this includes fields that are not 
visible and are protected. 

3.5.1 The Edit Cells Command 

These are commands that can be found in all other Windows applications. 

3.5.1.1 Edit the Content of a Cell 

The content of a cell in a window can be modified simply by overwriting new data or by altering 
part of the current data. 

To substitute the content of a cell, simply click on the one to be selected and begin to type: new 
information will substitute previous information. 

The content of the cell appears below the menu bar where it is possible to alter it using either the 
mouse or the keyboard. 

3.5.1.2 Smart fill 

As soon as you begin typing the program will, where possible, try to suggest how to complete the 

text to avoid having to write the date, a phrase, or the account number. 

Suggested text is displayed on the insertion line at the top of the page. 

There are cases where various options are possible. In this case they are displayed in an 

information window at the bottom of the page. 

To move to make a choice from this list, simply press the right arrow key to select the chosen 
value. 

Smart Fill Search 

Sometimes you need to find an account where you only recall a description, e.g. Office Expenses. 

• Simply type Offi and the program will display all the accounts that contain, in whatever part of 
the title, the text Offi. 

• Press the right arrow key to move to the list of all the accounts that contain Offi. 

• Select the required account. 

• Press Enter and the program will note the number of the account. 

3.5.1.3 Copy Cells 

By choosing the Copy command the cell content may be copied to another area of the same 
window or to another file. The original cell remains unchanged. 

This command creates a copy of the selected cells; by using the Paste command, the selection is 
pasted into a file at the point where the cursor is situated. 

• Select the cells containing the characters to be copied. 

• Choose the Copy command from the Edit menu (or Ctrl+Ins) to copy the selection. 

At this point the selected cells are stored in the Clipboard until a new selection is made. Cells 
stored in the Clipboard are easily recognized as they are underlined by a dotted line. 
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3.5.1.4 Paste Cells 

By choosing the Paste command, the content of the Clipboard is copied to a document at the point 
selected in a file. 

• Move the insertion arrow to the destination cell, that is the cell to which the original cells are to 
be copied 

• Choose the Paste command from the Edit menu or the Shift+Ins combination. 
The source cells are copied at the insertion point. 

Note that the copy of the previous selection is still underlined by a dotted line, so you can copy it 
to different parts of the file. 

3.5.1.5 The Shift+F2 Command 

By simultaneously pressing the Shift+F2 combination, a dialog window appears with the content 
of the selected cell in the active window. 

This window facilitates editing in cases where texts are so long that they cannot be displayed at the 
same time in the area beneath the instrument bar. 

If the cell is not big enough to display all the text, simply modify the cell width or choose the 
Calculate row height command from the Format menu: this command automatically resizes the 
height of cell so that its content can be entirely displayed. 

By choosing the OK button or by hitting Enter, the window changes are saved and the window is 
closed. 

3.5.1.6 Delete the Contents of a Cell 

The Delete command from the Edit menu deletes the content of selected cells. This command can 
also be given by pressing Del or Ctrl+Del combination. 

By choosing the Undo command on the Edit menu the content of cells deleted by mistake can be 
retrieved. 

3.5.1.7 Perform Command (F6) 

This is a sort of predefined macro command that varies according to where it is found and the type 
of application. 

For example, when you enter this command it pulls up memorized lines or else calculates an 
exchange rate. 

Normally the possibility to use this command is signalled in the information window at the foot of 
the page. 

For more detailed information, consult the manual for each single application. 

3.5.1.8 Copy Downwards Command (F4) 

In order to avoid entering the same text several times, the program offers this command on the Edit 
menu, by entering the F4 shortcut, or by choosing the fast copy button. 

This is an extremely versatile command as it copies a single cell, a selection of them or an entire 
row to the selected cell, cells or rows. 

For example, to copy the content of a cell to five different cells belonging to the same column, the 
following strategy is required: 

• Add five empty rows using the Add Rows command 

• Select the five cells beneath the cell containing the data to be copied 

• Activate the Copy from above command 

The same operation can be carried out by selecting the cells belonging to several columns: the data, 
contained in the cell placed above the selected area, is copied to each of them. 
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3.5.2 The Edit Rows Command 

The rows of a table are like a record in a database. The rows, and thus all their attributes, can be 
copied, deleted and pasted in block but only within the same table. 

3.5.2.1 Copy Rows 

To copy rows to different areas within the same tables, choose the Copy rows command from the 
Edit menu. The original rows are left unchanged. 

The Copy rows command stores a copy of the selected rows to a memory buffer. 

After having copied the rows, the selection is pasted at the insertion point by choosing the Paste 

rows command from the Edit menu. 

• Select a cell belonging to the row from which you want to make a copy, or select the rows to 
copy by dragging the mouse over the row numbers. 

• Choose the Copy rows command from the Edit menu to copy the selection 

• If no selection was made, a dialog window is displayed where you need to type in the number of 
rows that you would like to copy. 

3.5.2.2 Paste Rows 

By choosing the Paste rows command the previously copied rows can be copied to a document at 
the insertion point. 

• Move the insertion arrow to the row where the copied rows are to be pasted 

• Choose the Paste rows command from the Edit menu 

3.5.2.3 Delete Rows 

The rows to be deleted can be selected by dragging the mouse on the row numbers appearing at the 
left of the window or by placing the positioned arrow at the first row to delete. 
Then choose the Delete rows command on the Edit menu and type the number of rows to delete in 
the dialog window displayed. 

The rows to be deleted by the Delete rows command can be subsequently copied to other areas of 
the same document by choosing the Paste rows command. 

3.5.2.4 Insert or Add Rows 

The Insert rows command inserts new rows above the positioned arrow; the Add rows command 
adds new rows beneath the positioned arrow. 

You cannot add rows to protected tables (Totals Table in double-entry accounting). 

• Place the cursor on the row above (or below) the ones to be inserted (or added). 

• Open the Edit menu. 

• Choose the Insert rows or Add rows command. 

• Enter the number of rows to insert/add. 

• Choose OK or press Enter. 

Selecting entire rows and then entering one of these two commands, you will automatically insert 
or add the number of rows equal to those highlighted. 

Using the Ctrl+Enter command you can add rows to the one preceding the one where you are. 

3.5.2.5 Duplicate Rows 

Duplicate the rows currently selected. If no row is selected, duplicate the current one. 
The rows are inserted immediately after the selection. 

3.5.2.6 Protect and Unprotect Rows 

The program protects rows by using the Protect rows command on the Edit menu. 



© Copyright Banana. ch - Lugano (Switzerland) 



www.banana.ch 



Basic Guide 



30 



This command protects the rows making them read-only, so that they cannot be modified unless 
this protection option is cancelled by choosing the Unprotect rows or Undo command. 

• Move the cursor to the first row of the first column of the area to protect. 

• Open the Edit menu. 

• Select the Protect Rows command. 

• Enter the number of rows to be protected. 

• Select OK or press Enter. 

At this point, the protected rows are easily recognizable as their row number is colored blue. To 
edit protected rows, follow the previous steps but choose the Unprotect rows command. 

3.5.2.7 Copy rows TO memorized lines and Copy rows FROM memorized lines 

After having made a selection of rows, the Copy rows TO memorized lines command on the Edit 
menu opens the Memorized Lines table linked to the active table where the selected text is 
inserted. Thereafter, using the Memorized lines table command, you can modify the memorized 
lines. 

The Copy rows FROM memorized lines command acts in the opposite way; it extracts a selection 
from the Memorized Lines window and pastes it into the linked window. 

3.5.3 The Undo/Redo Commands 

Normally all operations may be undone or, once undone may be redone. 

The number of operations the program can store and consequently undo (one after the other) can be 
set by choosing the Basic Setup command from the File menu. It can undo up to 30 operations. 
Warning: the amount of memory required is proportional to the number of operations to undo. 
For each file, the program maintains a list of all the modifications performed, in order. The 
undo/redo commands function in this same order. 

If you first modify data in the Transactions table and then in the Accounts table, in order to undo 
the changes in the Transactions table, you first need to undo the ones in the Accounts table. 
In fact if you don't undo the changes in the Accounts table and go directly to the Transactions 
table, there will be no undo available. 

There are, however, operations that concern the entire file and these can be undone independently 
from the table where you are working. 

3.5.3.1 The Undo Operation Command 

This command reverses the last action you performed, perhaps by mistake, eliminating the effect of 
the last command. 

• Open the Edit menu. 

• Select the Undo command 

Otherwise you can enter the following key combination: Ctrl+Z. 

3.5.3.2 The Redo Operation Command 

This command reverses an operation that has just been deleted. 

• Open the Edit menu. 

• Select the Redo command 

Otherwise you can enter the following key combination: Ctrl+Y. 



3.6 



Working on the Data 



The commands on the Data menu can carry out the following functions: 

• Search for text within a table. 

• Sort rows according to three key levels established by the user. 
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• Exchange data with other applications. 

• Choice of Views in the File window. 

In this chapter the management of data within the program windows is described; for additional 
information about the other commands on the Data menu, refer to the following chapters. 

3.6.1 Searching a Table for Text 

By choosing the Search command on the Data menu, a dialog window is displayed where you can 
type the information to search for in the selected table. 

There are options whose significance will be described later. There are three buttons to begin a 
search, cancel a search, or open the Help window related to this topic. 

The text to be searched for must be inserted where the cursor appears when the window opens. 
Note that dates must be typed in the following format: year month day, with no spaces between the 
numbers, e.g. 25 July 2002 becomes 20020725. 

In order to confirm the options and beginn the search, click the Find button; the program stops the 
search when the first piece of text is found. To continue the search and find other pieces, choose 
the Find next command on the Data menu or the F3 key. 



Find (x) 



Find what: [Salary! 



I - Whole words only 

I? Upper = lower case 

V Selected area only. Cancel 



The Search Text Window 



Search Options 

Whole Words Only 

Upper = Lower Case 

Selected Area Only 

Special Feature Buttons 
Find 

Cancel 



The program will search for whole words only: for example, if the 
word to search for is Tot, it will not find Totals. 
By confirming this option, the program will take no notice of 
whether the words are written in upper or lower case characters. 
The program only searches for text within the selected area. 



This button is used for confirming options, beginning a search and 
for closing the dialog window. 

Clicking this button closes the dialog window and deletes the 
operation. 



3.6.2 Total Data Replacement 

The Replace command on the Data menu opens a dialog window: it is possible to search the 
document for the text typed in the Find what field and to replace it with the text typed in the 
Replace with field. 

By choosing the Replace All button, all pieces found in the document are replaced; or by opening 
the Find dialogue window the search is restricted and only some replacements are made. 
Both the find and replace data must be provided in the dedicated fields; dates must be typed 
according to the format used in the Windows Control Panel. 
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For example: 20020725 for the YMD format (using a 0 for dates and months with one figure) 
indicates the date 25 July 2002. 



Find what: 
Replace with: 



|john 



Ijohnatan] 



~3 



V Whole words only 
17 Upper = lower case 
I - Selected area only. 



Find 



Replace all 



Cancel 



The replace window 



Replace Options 

The replace options: Entire Word, Upper = Lower Case and Selected Area Only have the same 
meaning as described in Search for Text. 



Special Feature Buttons 
Find 

Replace all 



This button confirms the options, begins the search and opens a 
partial replacement dialog window (See following paragraph). 
By choosing this button all pieces of text printed in the Find what 
field are replaced by the text in the Replace with field, and the 
dialog window is closed. If the text appears more than once in a 
cell, the program will find the first one; to replace them all, the 
command must be repeated until the message "Text not found" 
appears. 

3.6.3 Partial Data Replacement 

The command for a partial replacement of data is activated by pressing the Find button in the 
window for the total replacement of data (Data menu, command Replace). 
This command permits the search for each repeat of the text in the Find what field and to 
substitute it, or not, with the text in Replace with. The data shown in these two fields is that typed 
in the Find and Replace dialog window. 



Special Feature Buttons 
Find 

Replace 

Replace all 



The program uses this button to search for the text typed in the 
Find what field. 

Use this command to replace each piece found with the data typed 
in the Replace with field. 

This button starts the replacement of all the occurrences of the 
data typed in the Find what field with the one specified in the 
Replace with field. Then the dialog window is closed. 



3.6.4 Go to 



The Go to... command on the Data menu permits you to move to a precise row. 
The Go to Window 
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3.6.5 Sorting Data 

The program sorts the rows of the tables according to the content of the fields, first of all defining 
the fields to be used as the sort key. 

You can sort by as many as three fields. If an entire field is the same for two rows, the program 
evaluates a subsequently specified sort field. 

You can sort by date or alphabetically in ascending or descending order: for example, if the DATE 
field and the ascending order are chosen, the result will be the following: 19/7/01, 20/7/01, 22/7/01 
etc. 



Sort fields \x] 



First key 


-Second key — 


Third key 


|doc 


[description _J 


r 


(* Ascending 
C Descending 

W Number 

1 


(* Ascending 
C Descending 


(* Ascending 
C Descending 

\7 Number 


V Number! 

1 



I - Sort selected rows only. 
Save sort 



OK Cancel ? 



The Sort Window 

• Open the Data menu. 

• Select the Sort row command. 

Key Fields 

Key Fields There are three of them: in each one there is a list of the field 

names from the active table. You can choose the type of sort for 
each field. If the text to be ordered contains only numbers select 
the option Number. 

Sort Selected Rows Only This option is active only if more rows are selected. If you choose 

this option, only the selected rows will be sorted. 

Save Sort The row sort will be saved in its actual state and it will then be 

possible to redo using the Restore sort button. If you need to 
re-sort only for the current print or for some other reason, it would 
be easier to use the Copy data to selections function. 

3.6.6 Restore Previous Sort 

It is possible to redo a previously saved sort. If new rows are added, these will follow immediately 
after those that were present during the original sort. 

3.6.7 Extracting Rows 

It is necessary to use this command very carefully since only the rows that satisfy the fixed criteria 
for a field, with their specific condition and limit for comparison, will be kept. 
For example, by choosing DATE as a field, > (greater than) as the condition and 19/6/02 as the 
limit for comparison, all rows whose DATE field comes before 19 June 2002, or that have no date, 
are deleted from the active window and only those with a date greater than 1 9 June 2002 are kept. 
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Extraction [x] 



Field 

| DESCRIPTION 
Comparison text 



Condition 



I - Upper - lower case 



OK 


| Cancel 







Criteria for Extraction Window 



Extraction Definition Area 

Field This list contains all the fields for the table from which the rows 

are to be extracted; for example, the Transactions table for the 
Accounting contains the following names: DATE, DOC, 
DEBITA/C, CREDITA/C, AMOUNT etc. 

Condition The list contains all the conditions by which you can choose the 

rows to extract: = equal to, < less than, > greater than, <> not 
equal to, <= less than or equal to, >= greater than or equal to, nil, 
that is blank, !nil that contains something, $ text. 

Comparison Text Here you need to enter the text to be used for comparison, in this 

case the data contained in the defined field. 

The text will be a date if DATE is the chosen field, a numerical va- 
lue if it is an AMOUNT field, a word if the field is a 
DESCRIPTION field. 

3.7 Arrange Fields and Select the Views 

3.7.1 Arrange Fields within a Table 

It is possible to modify the file tables by adding new fields, changing the headers, resizing the 
columns and the order in which they appear. 

In the Setup Fields dialog window on the Data menu, are listed the various fields for the active 
table beside some buttons to be used to modify the attributes. The title of the dialog window has 
the name of the View that is being modified. 
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ROWID 

SYSCOD 

•DATE 

'DOC 

DOC_PROT 
DOC ORIGINAL 



•DESCRIPTION 



•ACCT_DEBIT 

ACCT_DEBIT_DES 

•ACCT_CREDIT 

ACCT_CREDIT_DES 

"CURRENCY_AMT 

>CHANGE_CURRENCY 

•CHANGE_RATE 

CHANGE_MULT 

'AMOUNT 



Edit attributes 



Delete a field 



Page format 



List of Fields 



Field Area 

The fields are listed in the same order in which they appear in the active window you are working 
in; the visible fields are marked with an asterisk. 

The buttons beneath the Field area are used to modify the order in which the fields appear; for 
example, if you want the budget field in the first column of the Accounts table, select the field and 
choose the UP button until the name of the field appears at the top of the list. 
The DOWN button acts in the opposite way by putting the name of a field at the end of the list. 



Special Feature Buttons 
Edit Attributes 

Edit Data 

Add a Field 
Delete a Field 
Page Format 

UP 

DOWN 

3.7.1.1 Edit Field Attributes 



Opens a dialog window to set the attributes to edit the headers of a 
field, the width of a column, text alignment, protection and 
visibility. See also Edit Field Attributes. 
This command permits you to edit the field data entered by the 
user: its type, size, the maximum and minimum values. In the 
case of automatically created fields, this data cannot be changed. 
The program adds a new field (column) to the currently active 
window through a dialog window. 

Permits the deletion of a field from the list. A system field cannot 
be deleted. 

This command opens a dialog window so that the data to modify 

the page format can be entered. 

Warning: Each View has its own page format 

By choosing this button the selected field is moved, towards the 

left, within the active document window 

By choosing this button the selected field is moved, towards the 

right, within the active document window 



Each view has its own field attributes. Editing an attribute is only valid for one View. In order to 
edit the same attribute for all views, it is necessary to repeat the operation for each View. 

• Open the Data menu. 

• Select the Setup Fields command 

• Press the Edit Attributes button. 
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The following list shows the type of columns it is possible to edit, the options and the meaning of 
the buttons. 



Display columns 



Held name 

Field name XML 

Header 

Header2 

Description 

Format 

Width 

Column Style 
Alignment 



DESCRIPTION 



I Description 



I 

| 5.00 cm 
|Default style 



ANgn on moreihan one row 
I - Protected 
p Visible 



OK 


Cancel 


7 









Options for Column Display 



Editing Characteristics 
Header 
Header 2 
Description 
Format 

Width 

Column Style 

Alignment 

Editing Options: 

Align on more than one row 

Protected 

Visible 



Header for the column. 

This header is used by the program 

You can give a description for the field. 

The program can edit the format of numbers, dates and hours. See 

also the following paragraph. 

You can insert the required horizontal width. 

A value which indicates the style to apply (See Format menu). 

This size has priority over the row size. 

You can choose between centered, left and right alignment 



This option allows the display of inserted text on more than one 
row. 

By clicking this option you can protect an entire column; 
thereafter you cannot enter new data or edit the existing data. 
By selecting this option you can decide whether to display the 
column or not 
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3.7.1.2 Edit Date, Time and Number Format. 

The date, time and number format used in the program are those specified in the Windows Control 
Panel. 

It is possible to customize them by inserting new ones in the format fields; the different formats are 
listed below, along with some examples: 

Date Format Examples for Dates 

dmmyy 10102 

ddmaa 01 1 02 

ddd mmm yyyy Fri Jan 2002 

dddd mmmm yyyy Friday January 2002 

The letter "d" means day, "m" month and "y" year. 

Time Format Examples for Times 

hh:mm:ss:iii 02:04:36:089 
h:m:s:i 2:4:36:89 

It is quite possible to change the order of the date and time elements (eg. mm dd yyyy). 
You can choose one of the separators at your disposal on the keyboard ( for ex: #, -, /, ., etc). 

Number Format Examples for Numbers 

0. 259 
0.00 258.85 
0.000 258.848 

The number of digits to the right of the decimal point to be displayed in a numerical field can be 
edited according to your own wishes. 

Calculations are made using all decimal figures. Rounding up the numbers only happens for 
display purposes. 

3.7.1.3 Edit Field Data 

It is possible to edit field data set by the user (system fields cannot be modified). 

• Open the Data menu. 

• Select the Setup fields command 

• Press the Edit data button. 

The following list shows various data and their meaning. 
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Basic field data 



Held name 
Field name XML 

Data type 
Max length 
Min length 
Max value 
Min value 
Decimal points 
Field number 
I - All caps 



DESCRIPTION 2 



0 
512 



OK 


Cancel 











Field Data 



Modifiable Data: 
Field Name 
Field Name XML 
Data Type 

Max. and Min. Length 
Max. and Min. Value 
Decimal points 
All Caps 

3.7.1.4 Add a Field 



The first information to enter is the field name. 

Field name to be used for data interchange (DDE). 

You can choose one of the following predefined types: text, 
number, amount, date, hour, true/false. 
Maximum and minimum length of field. 

Maximum and minimum values. 

Number of digits to the right of the decimal point. 

Clicking on this option, all the data will be altered to capital 
letters. 



Press the Add a field button (Setup fields command on the Data menu) and you can set attributes 
for the new fields to add to the currently active window. 

Basic Data for New Field 

For a description of the data for Field Name, Data Type, etc., refer to the paragraph called Edit 
Field Data. 

3.7.2 Table Views 

A table can have more than one view. A View is the setup of how to display the fields in a table. A 
view is identified by a name. 

The Views list gives all the views, with the one in use highlighted. 
In order to make a View active, simply click the corresponding icon. 

To add a View use the Data menu and the Select field view command. A dialog window appears 
where you can work on the views. 
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Display Field Manager 



Table name: 
Table name XML: 



Total VAT 
Cost Centers 
Expiry Date 
Lock 



Transactions 
TRANSACTIONS 
View 



| VAT 

f7 Visible 
|7 System 



Page format 



The Views List 



The Views Area 

In the window is a list with the names of Views for the active document window; you can select 
one of the views by simply clicking its name. The active view is marked by an asterisk. 



Special Feature Buttons 
Visible 
Select view 

Add 

Delete 

Page Format 
System 



It is possible to hide a view on the bar at the bottom of the page. 

Chooses one of the Views available from the list: the active View 
is marked by an asterisk. 

Permits the addition of a View in the list by specifying its name; 

once added, it is possible to alter the field attributes. 

Removes a view from the list. System views cannot be deleted. 

This command opens a dialog window so that data to edit the page 

format attached to a specific View can be entered. 

System view, created by the program, which it is not possible to 

cancel. 



3.8 Exchange of Program Data with Other Applications 

Data and whole files can be moved between this program and other applications if the specific 
converter is available. 

By choosing the Export Data command in the Data menu, it is possible to save the accounting 
data in other formats, supported by other applications, so that other kinds of operations can be 
performed on them. 

3.8.1 Using Cut and Paste 

Using the cut/paste option it is possible to move selected areas or whole tables to another 
application. The data is copied to a notepad, in either text or HTML format. 

3.8.2 Import Data Created in Other Applications 

It is possible to import data from other programs into tables if the specific converter is available. 
Select the Import Data command from the Data menu and choose one of the formats listed in the 
Format dialogue window that automatically opens. 
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By choosing the Browse button you can select the file containing the data to be imported; by 
clicking the OK button, the options are confirmed. 



[ Import data (x]l 




File name | c:\accounting01 .txt| 


Browse 






Format |Text [*.TXT] 


r DOS and OS/2 characters 




OK Cancel 


t I 





The Import Data Window 

File Name 

The name of an existing file must be input in this space. 
Format 

The formats recognized by the program are listed here: Fixed record, ASCII, Text only, CSV 
Import/Export Options 

Selected Rows Only It is possible to export only those lines selected with the mouse. 

Warning:: This option is ONLY available for exports. 
Column Header The first row, before the data, is for the column headers. The 

names are used by most common printing programs. 
DOS and OS/2 characters This option is used to transform DOS and OS/2 characters to a 

legible format. 

3.8.3 Export Data from Tables in Other Formats 

By choosing the Export Data command from the Data menu, it is possible to save a table in a file 
format that can be read by other applications 

Besides the cancel and help buttons and the button to confirm options, there is a button to find the 
directory where the new file will be stored (Browse button). 

Refer to the previous paragraph for a detailed description of the File Name, Format and Import 
options. 



f Export Data 


Si 




File name | c: Iaccounting02.txt 


Browse 






Formait |Text [MKT] 


P Selected rows only 

|~" Column header 

|~~ DOS and OS/2 characters 




OK Cancel 







The Export Data Window 
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3.8.4 Export Data in HTML Format 

It is possible to export data in HTML format, that used for the Internet. This format also exports 
any graphic characteristics so that they can be easily recovered to rework the text. 
The export takes place in the form of a table (HTML TABLE command). The width of the 
exported columns is based on the width of the columns as they appear in the active table. 



Export in HTML format 



| c:\sccounting2003.html 

V Display tile immediately 
Table creation options 



Header 1 J Company 

Header 2 | VAT 

Header 3 

W Table with border 
'/ Columns with headers 



| OK 


Cancel 


7 









HTML Format Export Options 



There are various options: 
File Name 

Display File Immediately 



Header 1, 2 and 3 

Columns with Headers 
Table with Border 



In this space you need to insert the name of the file to export to. If 
this file exists already, then it will be written over. 
The display program for the HTML record just created is 
launched. In this way you can immediately see the result of the 
export. It is good to remember that the Netscape and MS-Explorer 
browsers use a document cache mechanism. When you export the 
document a second time, it is possible that you will see the 
previous version if you haven't pressed the update key on your 
own browser. 

The header that is written before the data uses characters that are 

larger for Header 1 than those used for Headers 2 and 3. 

If you need to bring forward the column headers into the tables. 

If the table needs to have a visible border. 



3.9 Establishing Links with Other Programs 

By establishing a link between a program document and a file created in another application, you 

not only save time but keep the data shared by the applications consistent. 

In fact, to link a document cell created by the program to a document in Excel means that if you 

change the cell content using the program, these changes will be automatically copied to the Excel 

document. 

The DDE connecting system offers several possibilities. You can find more documentation and 
examples on our internet site www.banana.ch. 

The easiest way to be connected with DDE is to retrieve in a cell the data from the accounting 
file. (GETCELL). 

Some macros or programs can also be created to retrieve the data from the accounting file. You can 
find more information on our internet site. 
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3.9.1 GETCELL Link with Microsoft Excel 

Methods for the links described below apply to Microsoft Excel 97/2000 versions. If you have 
different versions of these applications, please refer to each application's documentation. 
The steps required to establish a link with a Microsoft Excel file are listed below: 

• Open your accounting file containing the information that you wish to use. 

• Switch to Excel and open the document where you wish to create the link 

• Position the cursor at the point where you would like to insert the linked information 

• In the Excel cell where you want to insert the linked information, or on the edit bar, type: 
=BANWIN|CONNECT!'GETCELL;filename.ac2;TableTitle;rownumber;columnheader'. 

In fact: 

BANWIN CONNECT are the key words for the link. 

GETCELL 

filename.ac2 is the document file where the information will come from, 

tabletitle is the title of the document table. 

rownumber is the row containing the data to link. The row number can also be 

selected: for example, if you want to choose the row whose 
Account column is equal to 1000, the program will automatically 
search for the row containing the "account=1000" column. 

columnheader is the column header. 

Pay attention to the separators in the phrase: 
= at the beginning 

| between BANWIN and CONNECT 
! after CONNECT 
' before the file name 

; to separate the filename, the table title, the row number and the column header. 
' to end the phrase. 
Press Enter and the required information will appear in the cell. 

In order to speed up these sequences when you have to establish several links: 

• Establish a link with a cell as described in the previous sequence of operations. 

• Copy this cell and paste it where it where you want to create a new link. 

• Edit the link phrase from the toolbar by typing the co-ordinates of the new cell. 

• Confirm the settings by pressing Enter. 

3.9.1.1 Update Linked Data in a Microsoft Excel File 

The procedure is similar to that required to update a Word file: 

• Choose the Link command from the Edit menu. 

• Using the mouse, select the link to update. 

• Select the Update button. 

In this case, too, if several changes have been made to a document linked to an Excel file, it is 
better to close the Excel file to update it. When you reopen it, Excel asks you whether to 
automatically link the document to other Windows applications. If you choose the Yes button, all 
the edited links are updated. 
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3.10 Printing 

In order to print the content of an active window divided into pages, you can choose the Print 
button on the toolbar or the Print command from the File menu: you can print a single page, 
specific pages, or just a few selected rows. 

The documents can be divided into pages by using the Page break command from the Format 
menu. 

The page setup, such as the borders, headers, grid, page and row numbers, can be entered by using 
the Page setup dialog window that can be opened by selecting Page setup from the File menu. 

3.10.1 Define the Page Setup 

You can specify the options to define the page setup required to print a document. The options 
include: headers, margins, date and time, page and row numbers, grid. To confirm the options click 
on the OK button. 

Warning: the page setup is only true for the View you are currently using. If you edit the print 
setup, it will only work for the current View. For each View it is necessary to edit the setup. 



Page Setup 



Header 1 

Header 2 
Margins 
Left 

Top 



1 .00 cm 



Include in print 
W F[le header 
W Table header 

Autotext 
W Column headers 



Zoom 
% Zoom 

W Reduce to page width 



W Print Landscape 



Right 1 .00 cm 

Bottom 1 1 .00 cm 



W Page numbers 
V Print time 
I - Print date 
I - Row numbers 
I - Grid 



OK 


Cancel 







Page Setup Options (According to the View) 



Headers: 



Header 1 
Header 2 



Margins 



The title of the currently active window is displayed. The title can 
be edited and appears on the left of the page to be printed. 
It is possible to add additional text that will appear on the right of 
the page to be printed 



In this field you can set the margins applicable to the page to be printed. Centimeters are used as 
the unit of measurement. 
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Print Options 

By clicking the apposite icons you can insert the date, page number, grid within the pages to be 
printed, etc. 

File Header The text input in Basic Data on the Options menu. 

Table Header The text input in the Page Setup window on the File menu ( 

header 1, header 2). 
Column Headers The various column headers for a table. 

Autotext The text that the program automatically assigns to the table. This 

text cannot be edited by the user. For example, if an Accounting 
Card is to be printed, the program will print "Accounting Card: 
CASH". 

Page Numbers Used to number the pages. 

Print Time Used to print the current hour. 

Print Date Used to print the current date. 

Row Numbers Used to add a number to each row. 

Grid You can print the grids as displayed on the screen if you wish. 

Landscape To print in landscape. 

Percentage of printing zoom Permits a percentage larger or smaller of the font size when 

printing 

Reduce to the width It is possible to reduce the size of the characters to be printed to 

the total width of the page. 

3.10.2 Format Commands 

Allows a choice of font size to be used for one or more rows at the same time. 

• Select the rows where you wish to change the font size. 

• Select the Format menu. 

Default Font 

Each file has a default font size. As you add a new line, this size will be used. 
To change the default font size. 

• Assign a default font size you wish to use on a row. 

• Select Default style from the Format menu. 

All the rows with the default font size will be displayed in the new size selected. 

3.10.3 Calculate Line Height 

Fields can have a text alignment attributed to more rows and thus make it possible that texts are 
displayed on more rows. 

For each row the program calculates the number of rows necessary to view the entire text. 
In the display option for column data (Data - Setup Fields, Edit attributes) the Align text on 
more rows attribute needs to be active. If this option is not active then long texts will not be 
displayed on more rows. 

The recalculation of line height occurs on command. 

There is a command that works on selected rows and one that operates on all the rows in a table. 

3.10.4 The Page Break Command 

You can insert a page break in whichever part of a document you like. Thus, when printing, prior 
to this row, the printer will begin to print on a new page. 
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You need to: 

• Position the cursor at the point where you want a page break. 

• Open the Format menu 

• Select the Page break command. 

At this point a page break is made at the point where the cursor was, and this page ends with the 
row above the one where the cursor is. 

Removing Page Break: 

If you position the cursor on a page break and issue the page break command, it will be removed. 

3.10.5 Printing a document 

By choosing the Print command from the File menu, or by choosing the print button on the 
toolbar, you can print the active document. In order to print the active document, you need to 
specify the first and last page numbers in the dedicated fields. 



WSOLEW Laserjet 4000 
IP 172.16.1.4 



Pages 
From 



To 



Zoom 


p" Reduce to page width 


% 1 100 







I - Selected rows only 
I - All Black and White 

Preview 

Page setup... 



Printer setup... 



The Print Window 



Page Numbers 
Percentage of zoom 
Reduce to the width 
Selected Rows Only 

All Black and White 

Preview 

Page Setup 

Printer Setup 



Insert the page numbers you wish to print, or leave blank if you 
wish to print all pages. 

Permits a percentage larger or smaller of the font size when 
printing 

It is possible to reduce the size of the characters to be printed to 
the total width of the page. 

If some rows are selected from the table then this option 
automatically becomes active. If it is not disactivated, only the 
selected rows will be printed. 
Print in black and white. 

To see a print preview on screen. 

Allows changes to the page setup in the active View. Here you can 
decide whether you will print in portrait or landscape. 
This button opens the Windows Printer setup window: the options 
are set for the current working session. If you need to make 
definitive changes, use the Windows Control Panel. Portrait or 
landscape printing can be chosen in the page setup and is set for 
each View. 
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4 Basic Accounting Guide 



This chapter contains basic information for the understanding and use of the program. 

It should be read with the utmost concentration since it will explain the program's basic functions 

and concepts. 

Accounts and the Chart of How to set up accounts and the chart of accounts. 
Accounts 

Totals in the Chart of 
Accounts 

VAT Management 



Cost Centers 

Locking Entries 

Sort Entries by Date 

Copy the Date and Document 
Number 

Automatic Numbering 
Calling up Memorized Lines 



Use of the Group column and GR for making totals and sub-totals. 

The VAT table, the VAT columns within the Transactions table 
and the VAT summary. 

How to use them and what they are used for, how to define and 
make entries on cost centers. 
So that entries cannot be altered. 

To put the entries into date order. 

To recopy the value input in the previous registration. 

To number documents progressively. 
To call up standard entries. 



4.1 The Chart of Accounts 

Accounting consists of writing entries, that is to say accounting transactions. Each accounting 
transaction is made up of at least a date, a description and an amount. 

Accounting is not as simple as just making notes of accounting transactions (first note) because the 
amounts of the entries are grouped together and totalled in accounts (or categories). 
With accounting you not only have a list of the transactions but they are grouped together and 
totalled according to accounts and categories. 



Accounts 




^ Transactions | Totals 


VAT Codes 


I 




A 




Group 


Account 


I description 


BCIass 


Gr 


Opening EUR 


Balance EUR 




1 






* ^jTableiTransactions 

ASSc i o 












2 




1000 


Cash 


1 


too 


1315.58 


1 '877.54 




3 




1005 


Current Account- bank 


1 


100 


1255.94 


-20138.21 




4 




1010 


Current Account- post office 


1 


100 


429.00 


-405.96 




5 


100 




Total liquiditv 




10 


2'997.50 


-10 , 664.63 




6 


















7 




1050 


Clients 


1 


105 


25'356.00 


25'356.00 




8 




1050 


Outstanding invoices 


1 


105 








9 




1061 


VAT recoverable on supplies for sale 


1 


105 








1D 




1062 


VAT recoverable on investments and commodities 


1 


105 




23.89 




11 




10T0 


Goods in hand 


1 


105 


35'000.00 


35'000.00 




12 


105 




Total other circulating capital 




10 


eO'356.00 


60 , 379.09 




13 


10 




Circulating capital 




1 


63353.50 


41715.26 




14 


















15 




1100 


Building 


1 


11 


52'OOrj.OO 


52'000.00 




16 




1101 


Machinery and plant 


1 


11 


1 1 5000.0D 


115'000.00 




17 


11 




Fixed capital 




1 


1S7'000.00 


1S7TJ00.00 




18 


















19 




1900 


nstallment Assets 


1 


19 








20 


19 




Other assets 












21 


1 




Total ASSETS 




01 


230 , 353.50 


208715.26 




22 


















Accounts 


Transactio 


n Budget Previous Period Other Prir 


t hi I 


i 



1 Total Assets 

100 Total liquidity 

This is (he 1 000' account (hat will be added (o the '1 00' group 



The Chart of Accounts 
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The chart of accounts is almost always different from one business to another. Each uses different 
numbering and accounts. Each sums up its accounts according to different methodologies and 
points of view. 

In each country one is used to a certain type of chart of accounts and methodology, and it would 
appear that only this one exists. 

National differences are not alone: quite often one discovers a need to change the chart of 
accounts' layout during the accounting year; it should be possible to do this without redoing the 
whole accounting. 

One is so used to summing the asset accounts and the liability accounts that one loses sight of the 
fact that there is a very potent calculation mechanism that forms the basis of double-entry 
accounting. 

To obtain the totals and sums, one must create groups. Using the GR column one can indicate to 
which group each account belongs. The program automatically recalculates the totals on the basis 
of the given classification. 

Even groups can be summed up in other groups, always using the GR column to select them. In 
this way one can create groups and subgroups almost without end. 

This method of summing up account balances is in step with the concepts of double-entry 
accounting, and exploits its mechanisms to the full but, at first sight, can appear to be more 
difficult to understand. 

Once the basic concepts and methodology have been understood, one finds oneself with a very 
potent instrument at one's disposal. 

The same concepts will be repeated more than once in the following chapters in the hope that this 
will serve to facilitate an understanding of them. 
There can be three row types in a schedule of accounts. 

• Account rows: have an account symbol (account number) in the account column. 

• Group (totals) rows: have a group symbol (group number) in the group column. 

• Blank rows in the account column and in the group column: that one uses as title or annotation 
rows. 

As an account/group one can either use numbers or names, or a combination of the two. 

It is much easier to use an existing example/model, study it and alter it, than to create a chart of 

accounts from nothing. 

4.1.1 The Account 

The account rows have an account number/name in the account column. 

This account number is then used when making entries in such a way that the amounts are 

debited/credited to the account. 

All the accounts together, listed in a logical and systematic way, form the chart of accounts. 
A recognized accounting outline is normally followed for the numbering. It can vary from one 
country to another and according to the needs of a certain sector. A code or number given to each 
account becomes the reference for the account itself. It is more precise to use the code than to 
specify the account by using its entire description. 

4.1.2 The GR Column 

In the GR column you indicate the name of a group to which the balances in this line should be 
added. 

On an account row in the GR column one indicates to which group this account will be summed. 
In this way the GR column can be used either for accounts or for groups. 

4.1.3 Groups 

The group rows have a group symbol (number/name) in the group column. 

To total an account in a group one indicates the group symbol to which the account will be added 

in the GR column of the account row. 
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The first step clearly is to create groups for the total assets, liabilities, expenses, receipts and to 
indicate in the various accounts (in the GR column) to which group the account should be added. 
Thereafter one creates the balance sheet profit/loss group where all the asset and liability groups 
will be grouped/totalled together. Adding up assets and liabilities together one obtains the 
profit/loss. 

If you want to obtain an intermediate balance (liquidity, frozen capital, etc.) create the appropriate 
groups. Instead of regrouping the accounts directly to the assets, just regroup them to the 
intermediate groups and these then to the assets group. 

How to Create a Group 

To create a group simply insert a row and indicate in the Group column the number/name/symbol 
of the group and in the description column, the description of this group. 

How to Total in a Group 

In the GR column one indicates the symbol of the group to which the row balances will be added. 
To add up a liquidity account (group 100), insert the number 100 in the GR column of this account. 
To add the "Liquidity" group to the "Total Capital in Circulation" group (Group 10), insert the 
number 10 in the GR column of group 100 (liquidity). 

To add "Total Capital in Circulation" to the Assets group (Group 1), insert the number 1 in the GR 
column of the "Total Capital in Circulation" group. 

Numbering and Open Positions 

You can use any type of symbol or numbering for both the accounts and the groups. In the 
previous example, a systematic type of numbering (100, 10, 1) was used but you can use any letters 
or numbers that have no relation to each other. 

To obtain the totals, the position of a group is not important. The group can come before the 
account, follow it or be in no kind of a relationship to it. The program will only calculate the totals 
on the basis of the content of the GR column, free from the position in which the group is to be 
found within the chart of accounts. 

Recurring: Errors 

Taking the previous example, if instead of adding the 10 "Total Capital in Circulation" group to 
group 1 (GR column) it was added to group 1 00 (liquidity) there would be a recurring error into 
infinity. 

The program will sum accounts in group 100, then add 100 to group 10. Then, in error, add group 
10 to group 100 and again group 100 to group 10, then again group 10 to group 100 and could go 
on like this into infinity. Instead, however, the program will highlight the error and indicate that 
there will be a recurring error. 

Recalculate Totals (F9) 

The program automatically updates the account balances but not the totals. To update the totals, 
use the recalculate account groups command (F9). 

4.1.4 Organize the Chart of Accounts 

The Chart of Accounts is in the Accounts table. 

The various accounts, groups and subgroups to be used in the accounting and in which to make the 
totals are outlined in the Account table. 

The Row Each account or group occupies its own row in the Account table. 

Distinguishing between a group or an account is done on the basis 
of the column that contains the account or group number. 

The Account The account symbol is found in the account column. 

The Group The group symbol is found in the group column. 
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In this way it is very simple to organize the chart of accounts. Simply add or insert a row and input 
the account or group number and its relative description. 

A row is an account or a group. It is not possible to insert both an account and a group number on 
the same line. 

4.1.5 Create Totals in the Chart of Accounts 

The accounts can be totalled to a group. To total an account to a group, it is first necessary that the 
group is in existence and, if it is not, then the group needs to be added. 

The Group Column 

Contains the symbol given to a group. If it is blank, then it is not a group row. 
The GR Column 

Put the number of the group to which this row needs to be summed. 
Totalling a Group 

Just like for an account, input in the GR column the name of the group to which this subgroup 
needs to be summed. 

Totalling a Subgroup 

There is no difference between a group and a subgroup. 

4.1.6 Totalling at Will 

As we have just seen, the GR column is used to sum accounts or groups to an upper level, 
indicating there the upper level group to which they need to be summed. 
This is a very potent way of creating totals and gives a great deal of freedom. 

• Within the same group either the accounts or the groups may be totalled. 

• It is possible to create up to 1 00 different levels of totalling which, in practice, is way beyond 
any conceivable need. 

• Numbers or text, or a combination of the two can be used for the account or group numbers. An 
account or group number has a maximum length of 256 characters. 

4.1.7 Using Totalling for Double-Entry Accounting 

The accounts, outline summary of the Balance Sheet and Profit & Loss Statement are all in the 
Accounts table. 

Double-entry accounting is based on a very simple and linear concept. 
Assets + Expenses = Liabilities + Revenues, 
so that 

Net Profit = Assets - Liabilities = Revenues - Expenses. 

By creating various group levels in the Accounts table, a chart of accounts is built including the 
Balance Sheet and Profit & Loss Statement. 

Evidently it is possible to make errors and perhaps to forget to add up an account or a group. 

This is not a problem, however, since double-entry accounting was thought up (in 1300 when there 

were no computers!) to allow for an immediate reconciliation. 

For the reconciliation, simply sum the Assets and Expenses with the Liabilities (minus) and 
Revenues (minus). If the result is not 0, then there is an error. 

Summing Assets and Liabilities (minus) gives the Balance Sheet net profit just as summing 
Expenses and Revenues (minus) gives that of the Profit & Loss Statement. 

Summing together the Balance Sheet net profit with that from the Profit & Loss Statement should 
give a 0 balance. Thus a reconciliation is always made. 

In order to have an outline that permits totals for both double-entry accounting and for the 
reconciliation, these groups have to be created. 
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Assets 
Liabilities 

Profit/Loss for the Balance 
Sheet 



Expenses 
Revenues 

Profit/Loss for Profit & Loss 
Statement 



Reconciliation 



Where the Assets accounts are grouped/totalled. 
Where the Liabilities are totalled. 

Where the Assets and Liabilities groups (minus) are totalled. 

If the amount is a plus, there's a profit (Assets are greater than Lia- 
bilities), if a minus, there's a loss (Liabilities are greater than 
Assets). 

Where the Expenses accounts are totalled. 
Where the Revenues accounts are totalled. 
Where the Revenues (minus) and Expenses groups are totalled. 

If the amount is a minus, there's a profit (receipts are greater than 
costs), if a plus, there's a loss (expenses are greater than receipts). 
Where the Profit/Loss from the Balance Sheet are totalled with the 
Profit/Loss from the Profit & Loss Statement. 
If the amount is not 0 (nil), it means there is a reconciliation diffe- 
rence. 



Accounts 



Group 



02 



00 



Transactions 



VAT Codes 



Description 



GR Opening EUR Balance EUR 



Total As sets 
Total Liabilities 



Net Profit(+) Loss(-) from Balance Sheet 
Total Expenses 



Total Revenues 



Loss(+) Profit(-) from Profit & Loss Statement 



Difference should be = 0 (nil) 



Total off balance sheet: Assets 



Total off balance sheet: Liabilities 



02 



00 



-356.84 



6'212.13 



Total class 7 



Total class 0 



Total class 9 



id 



I Complete 



The Totals Table 



This outline can be seen in the Accounting Totals table which, to be sure, gives an immediate 
verification of its totals. 

Groups can easily be added to the accounts table in order to have intermediate totals, or it is 
possible to do another sort in order to obtain the gross profit or else separate business receipts from 
real estate. 

It is important to know how to totally exploit the main characteristic of double-entry accounting 
which is precisely that it allows for an easy reconciliation control. Once familiar with this simple 
mechanism, everyone can adapt and create an outline that best meets his own needs. 

4.1.8 Totals must be Updated using the F9 Key 

Every time that an accounting transaction is entered, the program updates the balance of the 
account but does not update the total of the groups. 

To update these totals, the F9 key is used and the totals within the chart of accounts are redone. 

4.1.9 Rechecking the Accounting (Shift+F9) 

If accounts are added only after entries have been made on these accounts, then there will certainly 
be differences. To eliminate them, use the Recheck Accounting (Shift+F9) command. 
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Use the Recheck Accounting command each and every time you have any doubts. If there are 
errors or differences, the program will advise you. 

4.1.10 External Reports 

Alongside the creation of groups in the chart of accounts, you can create external grouping outlines 
(Reports). 

Using external views you can obtain the same schedule of accounts, grouped following a European 
or American balance sheet outline. 

Only the groups are defined in external views. With a view calculation, the program re-sorts and 
totals the account according to the prearranged outline. 
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An External View 

4.2 VAT Management Integrated into the Accounting 

Transactions subject to VAT are in part an expense or a receipt and, on the VAT side, a credit or a 
debit towards the appropriate government body and have to be entered as such on the books. 
Companies subject to VAT have to present specific reports with groupings that may not always 
correspond to their own accounting needs (percentages, etc.). 

Using any kind of double-entry or other accounting outline, VAT can be entered without problems 
assuming, however, that the transaction will be manually resolved on more than one row. 
To avoid manual work and facilitate administration, some mechanisms have been created so that 
entries of transactions subject to VAT are treated in an entirely automatic way. 

Automation of VAT entries gives the answer to two needs: 

• On the books it separates out that part of an expense or receipt for the company and, on the VAT 
side, the credit or debit towards the government body. 

• It makes up the VAT reports to facilitate both their automatic declaration and their presentation 
at regular intervals as well. 

4.2.1 The Transaction Splitting for VAT 

VAT is a fee that is simple in concept - for every sale a percentage of tax is collected by the vendor 
on behalf of the government to whom he will pay it at a later date. 

For every sale made, the vendor has to calculate and separate the tax (VAT) and, in due course, pay 
the total of the tax to the government. 
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In practice this means that for every sale subject to VAT, the net amount needs to be entered on the 
sales account and the VAT amount on a VAT account, in reality a debit account towards the 
government. 

A typical entry for a sale with 10% VAT can be expressed on the books in this way: 
Cash 1100.- debit 
Sales 1000.- credit 
VAT 100.- credit 

In certain cases the vendor can deduct the VAT that he paid on purchases or expenses and must 
therefore, in his own interest, note on the books the VAT amounts to be deducted. 
In the case of purchases, the cost has to be entered on an account and the VAT part to be deducted 
has to be entered as a credit towards the government. 

A typical entry for a purchase with 10% VAT can be expressed on the books in this way: 
Cash 1100.- credit 
Purchases 1000.- debit 
VAT 100.- debit 

4.2.2 A Typical VAT Report 

A VAT report has to be presented to the appropriate authority at regular intervals. The form of 
presentation varies not only from country to country but also on the basis of the size and type of 
the company. 

Special forms are used for the presentation which can vary a great deal and quite frequently do. 
In each country there are some points that are common to all VAT declarations: 

• The subdivision between VAT due and recoverable VAT. 

• The subdivision between VAT percentage groups. 

• The subdivision for type of VAT transactions. 

• The need to print a journal of all the transactions subject to VAT. 

• The need to have reports by time periods. 

4.2.3 The VAT Code Table 

With the VAT Code table, codes with options for each code are defined in such a way that entries 
on the accounts and VAT reports come about automatically. 



Accounts | Transactions Totals 


|VAT Codas 


1 005 Current Account - ba 




Group 


Code 


Description 


GR 


Due Net 


MI 


%Gross VAT account Don'tV/arn 


1 






















2 


1 




VAT Sales Codes 
















3 




VO 


Sales exempt from VAT 




Yes 








201 6 




4 




VE 


Foreign sales exempt 




Yes 








2016 




5 




V5 


Sales at 5% 




Yes 




5.00 




2016 




6 




V1D 


Sales at 10% 




Yes 




10.00 




2016 




7 




SV5 


Sales discount at 5% 








5 00 




2016 




8 




SV10 


Sales discount at 1 0% 








10.00 




2016 




8 






















10 


2 




VAT Purchasing Codes 
















11 




AM5 


Purchase goods at 5% 


2 






5.00 




1061 




12 




AM10 


Purchase goods at 1 0% 


2 






10.00 




1061 




13 




SAMS 


Discount on purchases at 5% 


2 


Yes 




5 00 




1061 




14 




SAM 10 


Discount on purchases at 1 0% 


2 


Yes 




10.00 




1061 




15 




















1G 




AI5 


Purchases for investment/commod 2 






5 00 




1062 




17 




A110 


Purchases for investment/commod 2 






10.00 




1062 




18 




SAI5 


Discount on investments 5% 


2 


Yes 




5.00 




1062 




18 




SAM 0 


Discount on investments 1 0% 


2 


Yes 




10 00 




1062 




20 






















JLj_ 


X 



The VAT Code Table 



The following in particular are defined in the VAT table: 
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Don't Warn 



Due 



Net 



The VAT Code 



Description 



GR 



VAT Account 



Group 



% VAT 



% Gross 



Any kind of text or number that is then used in the Transactions 
table 

Serves to explain the code and its characteristics. 

A fundamental option. Indicates whether it is VAT due (Yes) or 
recoverable VAT (when the cell is blank). On the basis of this 
option the VAT report and the accounting entry are completely 
changed. 

Indicates whether the amount of the accounting transaction is to 
be understood as having VAT included (gross) or whether it is a 
net amount. If there is no indication, then it is understood that the 
amount of the entry is inclusive of VAT. If you put Yes, it means 
that the amount is to be considered net. 
Indicates what percentage of VAT has to be applied. 

Indicates whether the VAT percentage refers to the net amount 
(usual) or to the gross instead (when there is Yes). Used in special 
cases (forfait). 

Indicates on which bookkeeping account the VAT part needs to be 
entered. 

There are special entries that the program can interpret as wrong 
but which, actually, are correct. To avoid the program signalling 
an error, in these cases put Yes in this column. 
The group 

The group to wich this code belong. 



Add a New Percentage 

If the VAT percentage changes for a code used in the entries, with the next recalculation of these 
entries (if they are not locked), they will be recalculated with the new percentage. 
If a new VAT percentage is introduced, don't change the VAT percentage of an existing code but 
add a new one with the new percentage. 

4.2.4 VAT Columns in the Chart of Accounts 



When an entry with VAT is inserted, the client or suppier's VAT code (number) has to be 
specified. In order to do this there is a column for the purpose in the Transactions table. 
It is possible to enter on an account in the chart of accounts, the VAT code (number) corresponding 
to a certain account and the program will automatically put it into the VAT report without having 
to retype it each time. 

The VAT code is normally used for debt or/cr edit or accounts or else for Third Party accounts. Third 
Party accounts are those preceded by a semi-colon ";" and are treated like cost centers. See the 
relevant chapter for cost centers. 



4.2.5 Additional VAT Columns in the Transactions Table 

When you create an accounting with the VAT option, as well as the VAT Code table, the following 
fields are added in the entries. 
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Accounts 




Transactions 




VAT Codes 






□ttaCurrlrt Account ■ banl 




A 


1 Date 


Doc 


Description 


Debit 

AfC 


Credit 
A/C 


Amount EUR ATCo< 


'WAT 


I I- 


zee 






VAT A/C 


X 

E:-:ernpl 


VAT Acc 
EUR 


VAT 


- 

J 


1 05.01 .20T 


2 


Stationerv 


3140 


1000 


27.86 


AM 0 


10.00 


9.90 




25.33 


2.53 


1062 




2.53 






2 G6.D1.2pT 


3 


Isalesin cash 


1000 


4DDD 


107 14 


V10 




10.0D 




97.40 


-9.74 


-2016 




-9.74 






3 G6.D1.2oT 


4 


VAT payment to gov! agency 


2016 


1DD5 


5'243.36 






















4 03.D1.2oT 


1 


Withdrawal from post office aic 


1000 


1D1D 


599 go 






















5 |lG.D1.20l| 


5 


yupplier Pincn ■ ;i;v. 1 266 




1 DD5 


7 '526. 05 






















E 10.01.2oT 


6 


Pay Telecom invoice 


3142 


1010 


235.00 


AI10 


10.00 


10.00 




213.64 


21.35 


1062 




21.36 






7 12.01.2oT 


7 


Rent- Januarv 


3110 


1005 


1 '200.00 
























0 15.01.20t 


8 


PaySupp.Josepti-inv.1233 


2000 


1005 


2'687.00 
























9 20.01.20iT 


9 


Pay January salaries 




1005 


5130.00 
























ID 20.01 ,20[ 


9 


Salary : John rtross) 


3100 




2'600.00 
























11 20.01 .2uT 


9 


Salary : John withheld social contr 




3101 


260.00 
























12 20.D1.2oT 


g 


Salary : Mary (gross) 


3100 




3100.00 
























13 20.D1.2oT 


g 


Salary : John withhold social contr 




31 D1 


31D.00 
























U 21.D1.2oT 


10 


Deposit in bank 


1005 


1DDD 


394.26 
























15 22.D1.2oT 


11 


Sales in cash 


1000 




23D.00 
























IS 22.01 ,2oT 


11 


pl'OdUCt A 




4000 


200.00 


V10 


10.00 


10.00 




181.82 


-18.13 


-2016 




-18.18 






17 22.01 ,2oT 


11 


Sale product B 




4000 


50.00 


V5 


-5.00 


-5.00 




47.62 


-2.3S 


-2016 




-2.38 






IB 22.01 ,20J" 


11 


Sale product C 




4000 


30.00 


VO 








30.00 




-2016 










19 1 


































VAT 




^| Cost Centei 




Expiry 


3 ate 






« I 









Fffey a imporl rc 
1000 Cash 
40III0 Sale ol gands 

201 G VAT due 

V10 Sales at 1 0S 



1 '877 54 

■35G84 
■21 94 



Entries with VAT Columns (Total View) 



VAT Code 
% VAT 

VAT Accountable 



Input a code already present in the VAT Code table. 

The VAT percentage applied. Automatically taken from the VAT 
Code table. If the VAT is to be deducted, this percentage will be 
indicated as a minus. 

It is the VAT amount entered on the appropriate VAT account. It 
does not always correspond to the VAT amount. In cases where 
the VAT amounts are only partially deductible, the VAT amount 
and the one found in this column will be different. 



Visible VAT Fields with Total VAT View 



%Eff. 



CC % 



Taxable 

VAT Amount 

VAT A/C 

% Exempt 



VAT Number 



The program calculates the percentage related to the net amount. It 
differs from the normal percentage when this latter is related to the 
gross amount. 

In cases where the amount is net to a payment made by credit 
card, enter in this function the percentage withheld by the Credit 
Card company. The program automatically calculates the gross 
amounts and the VAT, keeping in mind the amount withheld by 
the credit card. 

The amount of the transaction taxable by VAT. It is automatically 
calculated. 

The VAT amount of the transaction. It is automatically calculated. 

The account where the VAT will be entered. It is automatically 
taken from the VAT Code table. 

The non-deductible percentage. In cases where the entire VAT 
amount is not deductible, enter the relative percentage of non 
deductibility. On the basis of the VAT amount and at this 
percentage, the VAT account amount will be calculated. 
The client or supplier's VAT code or number. It's in free text. 
Entry of this code is requested by many legislations. 



4.2.6 Entering VAT 



When entering VAT you need do no more than connect the entry to the appropriate VAT code. 
For an explanation of how the VAT amounts are entered on the accounts, refer to the specific 
manual for single applications (for double-entry accounting in the double-entry accounting 
manual). 
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• Takes the percentage and calculates the VAT amount keeping in mind the net option. 

• Resolves the amount in gross VAT, net VAT, VAT amount components. 

• Picks up the VAT account and enters the relevant amounts on the accounts specified and on the 
VAT A/C, 

• Signals errors and advises in cases where entries or parameters are questionable. 

A view appears on the Transactions table VAT Total. When this view is used, all the columns 
concerning VAT can be viewed. 

To use a different percentage or enter onto a different VAT account, an appropriate code in the 
VAT Code table needs to be created. 

4.2.6.1 Reversing VAT Operations 

When a reverse entry is made on an operation subject to VAT, the VAT entry also has to be 
reversed. 

To do this it is enough to precede the VAT code with a minus sign (instead of V10 type -V10). 
The program will enter in the opposite way to that in which it normally enters. So if it usually 
enters the VAT in the debit column, the correction will be entered in the credit column. 
The VAT can be due or recoverable. In the VAT report the VAT amount will show up in the 
appropriate due or recoverable columns. 

If the VAT code is put with the minus sign, the amount will always be shown in the same column 
(due or recoverable) but with a minus sign. 

This idea of reduction is exactly the sense for giving the VAT code a minus sign.. 
Discounts and Reductions 

Discounts and reductions on invoices are normally noted on the side on a VAT declaration. 
In this case you must not use the code with a minus sign but create a specific VAT code for this 
use. 

4.2.6.2 Partially Deductible VAT 

When the Total VAT view is activated during entries a % Exempt column can appear which 
means that the percentage is only partially deductible. 

There are cases where VAT on purchases or expenses is not entirely deductible. From the VAT 
amount actually paid a certain percentage is not deductible. 

For example, if the VAT amount is 100.- but the authorities only recognize 25.- as deductible, then 
the % Exempt amount of 75 has to be specified so that in the VAT column the program will 
automatically calculate the amount of 25.-. This amount is the one that will actually be entered in 
the accounting and used for the VAT report. 

4.2.6.3 VAT Transactions Paid for by Credit Card 

When the Total VAT view is activated during entries a CC % column can appear meaning that the 
percentage is for a credit card payment. 

The functions will be explained but you should please verify whether your own legislation does not 
foresee a different treatment for sales paid for by means of a credit card. 
These are very complex cases of bookkeeping. 

For example, a sale of 1000.- (net) subject to VAT at 10% (total 1 '100.-) is paid for by means of a 
credit card. 

The gross amount, including VAT, is 1 ' 100.-. The agency who issued the credit card deducts a 
commission of 5% (hypothetical %) on the amount of 1 '100.- (55.-); thus the agency pays only 
1'045.- onto your bank account. 

The amount of 55.- is a financial commission that is usually not subject to VAT so it thus happens 
in reality that 100.- are owed to the government agency and the amount to enter on the VAT 
declaration is 1'000.-. 

In order to enter this transaction correctly, you need to proceed in the following way: 
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Sales 1' 000.- credit. 

Bank 1 '045.- debit 

Credit Card commission 55.- debit 

Government VAT 100.- credit 

This means, as you will see, the presence of four rows of entries. 

In order to avoid this the appropriate column CC % can be used for entering the 5% amount. The 
bank is entered in the debit account, the sales account in credit and, as an amount, 1 '045.00 
The program will automatically reconstruct the transaction and the VAT amounts and enter on the 
bank account 1 '045.-, on the VAT account 100.- and the real net proceeds to the company, in our 
example 945.- (l'OOO less the 55.- commission) to the sales account. 

4.2.6.4 Other VAT Data to Enter 

The VAT code column is made available by the program where the VAT code of the receiver or 
whoever issued the invoice can be entered. 

If there is the need to include other data, another appropriate field can be added (Data menu, Setup 
Fields command) and use the new column. 

4.2.7 VAT Paid on Imports 

When goods are imported, VAT has to be paid directly to Customs. If the value of the goods is 
1000 and VAT is at 10%, 100.- is paid from Cash. 

100 exits from cash. If this 100 is entered and the VAT code is applied, then only 10% of 100 will 
be entered. 

You therefore need to enter the gross amount of 1 100.- and then use both in debit and in credit the 
same Cash with the 10% VAT code. 

Verify the entry and you will see that cash will be debited 100.- and on the VAT declaration there 
will be a gross amount of 1 100.- with 100.- VAT. 

This entry is a little strange but it is the correct way to enter VAT paid immediately for imports. 

4.2.8 VAT: Forfait 

There are countries where a bulk system of calculation is in force with special rates. 
When invoicing, the usual VAT rate is used. For the calculation of what is due to the government 
agency, however, a reduced rate is used but without deducting VAT on the purchases. The amount 
to pay is calculated by applying the percentage of turnover. 

The bulk percentage is applied to the amount already including VAT (the amount received in 
payment). 

4.2.8.1 Entries without Separation 

It's the simplest way since VAT is entered on the books only when it is paid and not for every 
transaction. 

A VAT code with VAT at zero (0%) is defined. When a sale is entered, this code is also entered. 
At the end of a period, the VAT report is called up and total turnover for a period is given. The 
amount due to the government agency can then be calculated manually and when it is paid, the 
VAT amount paid is entered as a reduction on sales or on the appropriate account. 

4.2.8.2 Entries with Separation 

In this way the VAT part is separated for each and every single operation. 

A VAT code with the percentage corresponding to the bulk rate is defined and in the Gross % 

column YES is inputted. 

When a sale is entered, this VAT code is used. The program will immediately separate the amount 
to pay to the government agency onto the VAT account. 

At the end of a period, the exact amount to be paid to the government agency is included on the 
VAT report. 
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Warning: The bulk percentage is normally calculated on the gross amount (including VAT). Care 
needs to be taken not to confuse the amounts. The VAT report always indicates the total amount 
net of VAT. 

4.2.9 The VAT Report 

The VAT report creates a summary, transaction totals and VAT amounts. 

To fill in the declaration it is normally enough to take the totals from the VAT report and copy 

them to the appropriate form to be sent to the government agency. 

Using the VAT Report command, a dialog box appears with various options. 



VAT Report 



Period 

r All 03.01. 2003V22.01. 2003 
f* Period selected 
Start date [inclusive) 
End date (inclusive) 



01.01.2003 



1 31. 03.2003 



Other options- — 
Code or Group ( K ) 

Sort transactions 



1:2 



| DATE 



Report: Complete with Iranstactions 



lotals only 



Code specified (*) 



GrOUp C" J ' 1 1 Mr' l| I 



Cancel 



VAT Report Options 



Period Specifies by the start and end dates which entries to take into 

consideration. Entries with a date not specified between the given 
dates are not taken into consideration. 

Code or Group (*) Indicate the group or code to include in a report. For more groups 

or code separate by semicolon 

Sort transactions The transactions are sorted based on this value. 

Report: Complete with All the VAT code grouped base on VAT due and recoverable, 
transactions 

Totals only As before but with totals only (no transactions). 

Code specified (*) Report with only the specified code. 

Group specified(*) Report with only the codes that belong to the specified groups. 

4.2.9.1 The VAT Report Table 

Operations subject to VAT (that have a VAT code) are totalled within this table. 
This table is nothing other than an extract from the Transactions table. 

The specific columns for the VAT total are visualized, but there are also all the entry columns 
(with the attributes not visible). 
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1005 Current Accoun I 





Dole 


Doc 


Description 


ATCoc Z^AJ Taxable EUR Recoverable Due 

1 . 2003\31 . 03.: 1 . 2003\31 . 03. ; 1 . 2003\31 . 03. 1 


1 




















. 2 


06.01.20 


3 


Sales in cash 


V10 


10.00 


07.40 




0.74 


-8.74 


3 |22.01.20" 


11 


Sale product A 


V10 


10.00 


181.82 




18.18 


-27.92 


4 I22.OI.2O~ 


11 


Sale product B 


V5 


-5.00 


47.62 




2.38 


-30.30 


. 5 


22.01.20 


11 


Sale product C 


VO 




30.00 






-30.30 


G 






Total group: 1 VAT Sales 
Codes 






356.84 




30.30 




7 




















. 8 


05.01.20 


2 


Stationery 


AM 0 


10.00 


25.33 


2.53 




2.53 


. 9 


10.01.20 


0 


Pay Telecom invoice 


AM □ 


10.00 


213.64 


21.36 




23.89 


10 






Total group:2 VAT 
Purchasing Codes 






238.97 


23.89 







Id 



I Totals 



VAT 



•JJ 



3140 
1000 
1062 
AI10 



Stationery 25.33 25.33 

Cash -27 86 1 '877.54 

VAT recoverable on investments and comi 2.53 23.89 
Purchases for investment/commodity 1 0.t 



The VAT Report 



The Table Columns 



Recoverable 

Due 

Balance 



VAT Number 



Contains the VAT amount to be reimbursed 

Contains the VAT amount owed to the government agency. 

Contains the sum for each single code and for groups of what is 
due and recoverable. There are legislations that require that 
sub-totals are printed at the bottom of each page. Using this 
column these sub-totals will be made, row by row. 
If during the calculation of the VAT report there is no VAT code 
on the entry line but it exists on the account or on the Third Party 
account, then it will be taken from the chart of accounts. 



Currency2 Column (multi-currency) 

The amounts exchanged into a second currency are shown in this column. Considerations 
regarding the calculation of the second currency are held true. 

It is worth underlining the fact that there can be differences in the totals due to rounding. See the 
appropriate chapter in double-entry accounting about this argument. 

The Table Rows 

They are made up of two groups, first the entries with VAT due, followed by those with 
recoverable VAT. 

Within these groups they are totalled by VAT percentage and by single codes so that the various 
total rows are shown. 

Contains the total of all entries made using this code. 

Contains the total of all entries made using this percentage. 

The total of all operations where VAT is due. 

The total of all operations where VAT is recoverable. 

The final total of all operations. In the column to be carried 
forward is the actual amount due to the government. 
To fill in your own VAT declaration it is much easier to use only the totals from the report and 
copy them to the declaration. 

To have a document, instead, (printed journal of all the VAT transactions) it's worthwhile printing 
the complete VAT report. 



Code Total: 
Percentage Total: 
Total Due: 
Total Recoverable 
Overall Total 
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4.2.9.2 VAT Report and Gross Entry (Without Splitting VAT) 

There can be cases where it is preferred not to split VAT at the moment of making an entry. 

In this case, the transaction subject to VAT of a certain type is entered onto a specific account (for 

example sales account at 10%). 

At the end of the declaration period, the balance is taken and the VAT percentage is calculated 
manually. 

An entry is then created where the VAT amount thus calculated is entered on the debit side of the 
sales account and credited to the government agency a/c. 

Doing thus, without using any VAT code, there will not be any verification in the VAT report. 
To show up these amounts in the VAT report and, at the same time, create the entries to credit the 
government agency account, it is better to proceed in the following way: 

• If it is not there, create an appropriate code for this type of VAT percentage. 

• Enter the amount, calculated on the basis of an already fixed percentage, as a debit on the sales 
account (as a reduction of sales); as a counterparty there is the government agency account 
where we will enter our debit (credit) towards the State. 

As the VAT code is present, the entry will also show up on the VAT report. 

4.3 Centers of Cost and Profit 

Cost centers serve to keep a total and an account card without supplementary entries. 

One talks of cost centers as being external to accounting because they don't fall under double-entry 

accounting definitions (Assets,Liabilities,Expenses,Revenues). 

In accounting terms one speaks of centers of cost and/or profit when, alongside the accounting, 
there is the need to manage a specific activity without modifying the basic accounting outline for 
this reason. 

Below we shall talk about cost centers meaning centers of profit as well. From an accounting point 
of view, there is no difference between centers of cost or profit. 

4.3.1 More Flexibility, Less Control 

Keeping an accounting one cannot leave the double-entry accounting outline out of consideration. 
At times, though, it is necessary to classify entries, quickly and without too many tests, in another 
way. 

Cost centers are more flexible but do not stand up to the same strict accounting verification and 
reconciliation criteria. One should never use cost centers as a substitute for a proper accounting 
classification. 

Entries in debit or credit on these accounts is entirely left up to the user. 

Cost centers are very useful and allow for a fast response to certain types of need. 

4.3.2 Up to Three Cost Centers 

For each entry it is possible to use up to three cost centers. 

There are two generic cost centers and one specific one for the management of debtors and 
creditors for whom an account is not opened in the accounting. 

CC1 Generic Cost Center 1. The accounts begin with a full stop "." and 

the CC1 column is used. 

CC2 Generic Cost Center 2. The accounts begin with a comma "," and 

the CC2 column is used. 

CCThird Party Accounts beginning with a semi-colon If a specific account 

for each supplier/client is not kept, it can be useful to keep an 
account card for debtors and creditors using the CCThird Party. 

You still need to keep in mind that cost centers do not stand up to the same accounting verification 

and reconciliation criteria. More care is required. 
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[Accounts 


1 Transactions Totals VAT Codes 


1005 Current Accoi VAT Report 




Group Account Description BCIass Gr Opening EUR Balance EUR 


78 






Cost Centers 










79 




.V1 


Sale product type A 




VP 




200.00 


80 




.V2 


Sale product type B 




VP 




50.00 


81 




.V3 


Sale product type C 




VP 




30.00 


82 


VP 




Total product sales 








280.00 


83 
















84 




■ B 


Petrol for private use 




VP 






85 
















88 






Supplier/Client Codes 










87 
















88 




;F-ROS 


Supplier Redford, John-Charles 










89 




;F-BIA 


Supplier White, Stephen 










90 




;F-TEL 


Telecom 








235.00 


91 
















Accountsj 


Transactor] Budget | Previous | Period (Other (Print 


< 



J 



VP Total product sales 

This is the '.VI ' account that will be added to the VP' group 



Examples of Cost Center Accounts 



4.3.3 Cost Centers: Some Examples 

A Simple Example 

In the "Car Expenses" account all the expenses regarding motor vehicles are entered (insurance, 
petrol, repairs, etc.) 

At a certain point one wants to know how much is being spent on petrol but one does not want to 
restructure the chart of accounts. 

It is enough to add to the cost center account "Petrol" and beside the entries for petrol expenses, 
insert the symbol for this new account. 

Another More Complex Example: 

A construction firm has an account where it enters purchases, materials, wages (group 3), jobs and 
sales (group 4), etc. 

However this firm would also like to keep an accounting for each single building site. 
It is enough to add a Cost Center account for each building site to the chart of accounts. 
When there is an entry to be made regarding a specific building site, the symbol for the site is 
entered in the Cost Centers (CC) column. 

In this way the cost or profit, beyond being included in the accounting, will show up on the site 
card so the site's profit (or loss) can be noted 

4.3.4 How to Create a Cost Center Account 

The account has first to be added to the chart of accounts. It is best to add the Cost Centers at the 
end of the chart of accounts so as not to confuse them with the other accounts. 
The account is added just like any other except for the fact that the account symbol is preceded by 
a full stop by a comma "," or by a semi-colon 

Please do not total up cost centers in the accounting groups or there will be duplicate and wrong 
amounts. 

As already mentioned, there can be three types of cost center. With a full stop, a comma, or a 
semi-colon. Each is independent of the others and has it own, different, column for entries. 
When you want to obtain the card for one of these accounts, you need to specify the identifying 
name including the first character. 
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4.3.5 Entries on Cost Centers 

On the entry row of the column CC relative to the cost center (CC 1 , CC2, CCThird Party) the 
identifying account for the cost center needs to be inserted leaving out the first character (the full 
stop, comma or semi-colon). 

The program immediately updates the balance and the accounting card for this account. 
On these accounts you can enter in plus (debit) or in minus (credit). Normally the program enters 
the amount specific to the entry in plus. If you need to enter in minus, you need to precede the 
account CC symbol with a minus sign 

Debit Entries In the CC column input the Cost Center account leaving out the 

full stop, comma, or semi-colon. The program will enter the 
amount to entered on the plus side (Debit). 

Credit Entries In the CC column input the Cost Center account preceding it with 

a minus sign The program enters the amount to be entered on 
the minus side (Credit). 

In the cost centers the amount input for the entry will be entered. One needs to pay particular 

attention whenever the automatic VAT calculation function is used. 

In fact, only and exclusively for cost centers is the amount input on the entry row, independent of 
whether VAT is used. 

4.3.5.1 Entries on Other Cost Centers 

Whenever an entry amount should be attributed to more than one cost center. 

Additional entry rows must be created containing the amount that needs to be entered onto the cost 

centers, leaving the fields blank for the account columns. 

As seen above, in the appropriate CC column you input the identifier for the cost center. In this 
way the amount will be entered only onto the cost center and, there being nothing in the account or 
category columns, the amount will not be entered on any further account. 

4.4 Commands Common to all Accounting Applications 

4.4.1 Account Card 

The account card allows for a complete list of accounting transactions that refer to an account 

present in the chart of accounts. 

There are two ways to call up an Account Card: 

• Select the Account card command in the Accountl menu and input the account number in the 
dialog window. 

• Make a double click on the cell containing an account number. 
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Account card 



Account | Period | Sort Fields ] 



1 000 Cash 



a 



1 005 Current Account - bank 

1010 Current Account - post office 

1 050 Clients 

1059 Outstanding invoices 

1 061 VAT recoverable on supplies for sale 

1 062 VAT recoverable on investments and commodi 
1070 Goods in hand 

1100 Building 



OK 



Cancel 



Help 



The Account Card Window 



Period 

All All entries will be included on the account card. 

Period Only entries made within the specified time period will be 

included. 

Sort Fields 

It is possible to choose a date column in order to sort the entries. 

The entries are first sorted according to the content of the date field selected and then the 

progressive account balance is calculated (carried forward). 

If no field is specified, the exact order in which they were entered will be kept. 

If another date field is used (e.g. value date), but this date is not inserted, then the program will use 

the entry date as value date for the sort. 

Attributes of the Account Card 

On the account card the title bar shows the account number and a description for the one selected. 
As for all other tables, the Account Card has modifiable views (see the Select field view and 
@Setup fields) and they can thus be adapted to your own needs. 

Always Recalculate the Account Card 

The account card is a temporary one and is calculated upon request. If entries are changed or 
added, the card will not be automatically updated but this action needs to be requested again. 

Return to the Entry Row 

With a double click on the row number you return from the account card to the same row on the 
Transactions table. 

4.4.2 Print all Account Cards 

Using this command, you can print all the account cards present on a chart of accounts. The 
program calculates and prints the cards for all the accounts present in the order in which they 
appear on the chart of accounts. 

When this command is activated a dialog window appears where it is possible to select the 
accounts to print. 
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If some rows in the chart of accounts are selected, only these will then be printed. 



Print account cards/ Category 



Account/Category | Period | Sort Fields 
Select 



All 



1 005 Current Account ■ 
1 01 0 Current Account ■ 



bank 

post office 



1050 Clients 

1 059 Outstandina invoices 



1 0G1 VAT recoverable on supplies for sale 

1 062 VAT recoverable or investments and connmoditi 

1 070 Goods in hand 

1100 Building 

1101 Machinery and plant 
1900 Installment Assets 
2000 Suppliers 



Print options — 

I Print accounts without transactions 
V Print cost centers 



OK 



Cancel 



Help 



Printing all Account Cards 



The program usually prints the selected cards with transactions and not classified as cost centers. 
If cards without transactions and ones classified as cost centers also need to be included in the 
print, then select the corresponding option listed under the list of accounts. 
Before printing all the account cards it is as well to print just one using the usual print command. 
Use the Account card command and input the page options, select the view and a field disposition 
most appropriate for a trial print. The Print All Cards command uses the same foundation as used 
at the end with the Account Card command. 

To print cards without page end, file in HTML format. First the account cards are filed in HTML 
format and then, using the edit texts program, printing can proceed. 

4.4.3 Recalculate Account Groups (F9) 

When you add or modify an entry, the program will immediately recalculate the new account 
balance but it will not immediately recalculate, for example, the Assets total on the chart of 
accounts. 

To update the totals on the chart of accounts, it is necessary to use this command. 
Before updating the totals, the program calculates the difference comparison columns. In the cash 
book this command even updates the balance column in the transactions table In double-entry 
accounting with multi-currencies, it calculates exchange rate differences and updates the balance 
column calculated. 

If there is an error in the chart of accounts (Group not found, infinite return) messages will appear. 
If there are errors then the program will not complete the calculation operation. First all the errors 
need to be corrected. 

Error: Group not Found 

In the GR column there's an indication that a group has not been defined. To define a group, it is 
necessary to create a row where the group symbol can appear in the group column. 
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Error: Infinite Return 

A group has been totalled to a group on an inferior level. All the explanations about groups can be 
found at the beginning of this chapter. 

4.4.4 Recheck Accounting (Shift+F9) 

Use this command freely all the time. 

The whole accounting is recalculated and retested to check that there are no errors or omissions. 
The program annuls the balances and recalculates them, checking the whole accounting, entry by 
entry, as though it were to rewrite all the entries manually. 

The program also recalculates all the VAT percentages for each entry except in cases where the 
row has been locked. 

If accounts are cancelled or added (only after the account has been used to make entries) it is very 
important to retest the accounting. 

If there are a lot of errors, hit don't warn, and the messages will be saved in a message window 
and can be read later. Further, if you double click on the message in the message window, you go 
directly to the line that generated the error. 

4.4.5 Sort Transactions by Date 

It isn't necessary to sort the entries by date. In the account cards you can select a sort field of your 
choice (normally the entry date). 

Using this command the rows present in the Transactions table are sorted in increasing order 
according to the content of the Date field. 

The Sort rows command in the Data menu permits the rows to be sorted according to other 
criteria. Please note, however, that once rows have been resorted following different criteria, it is 
incredibly difficult to return to the previous order. 

4.4.6 Lock Entries 

Normally all entries can be modified. For legal or auditing purposes, it might be necessary to 
prevent further modification of the entries. This command locks the entries in a definitive way. 
The lock is different from protection on the rows. The protection can be removed whereas the lock 
normally cannot be removed. 

To lock the entries it is necessary to indicate the lock date. 



Lock accounting transactions 



Date of actual lock 

Date of new lock (inclusive) 



Lock Entries 



Once the entries have been locked it will no longer be possible to insert entries with the same date 
or a date preceding that of the lock. 

In order to lock the entries there cannot be any errors in the entries and there cannot be any entries 
without an entry date. 

In the case of errors or the lack of a date no entries, not even correct ones, can be locked. 

When the entries are locked, the program numbers them either with a progressive number or with 

an unrepeatable single number. 

To see the lock numbering, activate the Lock view in the Transactions table. 
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To see whether an accounting has been locked, use the Statistics command in the Options menu. 

For the Auditors 

There are programs that do not allow any modification of entries. Not for this reason can they be 
considered safe programs. In many cases it is possible to intervene on the files or create another 
accounting and import entries with modifications made as you go along. For the auditor there is no 
way to know whether the accounting has been played about with. 

The lock system with an unrepeatable number is much more secure. In fact it is easy to test because 
it is enough to take note of the single number relative to the last locked entry. If it is found to be 
changed then there have been modifications. 

The user can, in fact, unlock the accounting and relock it but cannot ever obtain a number equal to 
the one created the first time. 

Someone could try to manipulate the accounting files. It is not an easy operation but we cannot 
exclude that someone might try or succeed. 

In order to give more security, some CRC test numbers are calculated (statistics). These numbers 
are recalculated each time and each time give a different result even if the sequence of just one 
letter in the text is altered. 

Printing these numbers you immediately know whether there has been any kind of modification. 
Year End Audit 

For the year end audit we would advise you to file the accounting in HTML format and to proceed 
with the audit on the basis of this file. 

The HTML file can be saved on a non rewriteable CD and/or certified. Included with your audit 
you can then enclose the CD signed by yourself and be sure that no one has been able to make any 
modifications. 

Using whatever kind of browser on whatever kind of computer you can print the balances, the 
account cards. The HTML format used conforms to world standards used on Internet and it will be 
possible to read the data after tens of years on any operating system without having to install the 
accounting program and with maximum data security. 

An HTML file together with a certificate from an appropriate firm (comparable to a notary public) 
is recognized and compared to a legal file just like the printed form. 

4.4.7 Unlock Entries 

The entries previously locked are unlocked. 
The lock numbers are annulled. 

The next time the changed entries are locked the program will generate lock number, different from 
the previous one. 

Temporary Protection 

Whenever you need temporary protection to avoid the rows being inadvertently modified, we 
would advise you to use the Protect Rows function in the Edit menu. The protected rows can, as 
opposed to the locked ones, be unprotected. 

4.4.8 Automatic Numbering 

Position the arrow on the Doc column and hit the F6 key. 

The program runs through all the entries obtaining the highest number it can find, it increases it by 
one and puts it into a box. 

In this way there is no need to keep count since the program will automatically add one to the 
highest number found in whatever entry it finds. 
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4.4.9 Fast Copy 

Many times the date, the document number or the description just entered are the same for a new 
registration. 

The F4 key will hold whatever value existed in the preceding cell. 
The Shift+F4 key takes up the preceding value and advances by a cell. 

4.4.10 Repetitive Operations 

Using this command a table will appear where you can keep repetitive entries. 

The entries can be set out however you like, with or without any columns. 

What is important, though, is to input a code chosen by yourself into the document column. This 

code will then be used when making entries to call up the desired rows. 

The same code can be used for more than one row. 

If you pay the same invoices each month in block, define a code for these entries (month) and 
assign all the entries with this name to the DOC column. To call up all these rows at once to the 
transactions table, write "month" in the doc column and hit the F6 key. 

4.4.11 Calling up Memorized Lines 

When you create a new entry and want to call up an entry from among the memorized ones, you 
need to proceed in the following way: 

• Input the entry date. 

• In the Doc column input the entry code or the block of entries that you wish to copy. 

• Hit the F6 key and proceed to call up the memorized lines. 

The program copies the entries, using the date specified and giving a new, progressive number. 
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5 Double Entry Accounting 

5.1 Introduction 

There will be many times in this chapter when it will be necessary to refer back to the Basic 
Accounting Guide chapter. Many of the commands and concepts (especially grouping and VAT) 
have been dealt with in depth in that chapter. 

In this chapter only the subject of double-entry accounting will be entered into in depth. 
Double-entry accounting is a simple method to use and highly approved of for the keeping of 
accounts. 

Double-entry accounting is based on some fundamental principles and is suitable to manage 
accountings of any size: it's suitable for an association's bookkeeping, for small businesses, and 
even for companies working on an international level. 

The use of this accounting method offers clear and undeniable advantages in the keeping of 
accounts. 

5.1.1 Accounting Knowledge 

It is assumed that whoever uses the program already has a theoretical knowledge of how 
double-entry accounting works. 

There can be times when one does not know how to enter a transaction, how to arrange and adapt 
the chart of accounts to one's own fiscal needs. 

Any bookstore will have many books on the subject of accounting. There are books specially for 
beginners and others only for professionals. There are books that discuss one particular subject 
(non-profit, tax, VAT, Euro) and others that offer complete courses. 

There's a vast choice given all the different needs. It is unthinkable that whoever creates an 
accounting program can cover this vast theoretical/practical ground. 

The authors are specialists, accounting experts, professors who constantly improve and update their 
own texts, suiting them to the changing needs and norms. 

The program is a calculator that allows the keeping of accounts. It is all the same for the program 
whether one adds or subtracts, if there is a profit or a loss. 

For our own needs, even we who know perfectly well how to use the program, we still have to turn 
to consultants and tax specialists who are more up to date than ourselves when it comes to tax 
matters. 

5.1.2 Create a New Accounting 

An accounting is a file that stands alone and it is created in this way: 

• Open File menu. 

• Select the New command. 

• Select double-entry accounting with the required options. 

• From the list of examples (in the dialog window and at the foot of the page) select one of the 
examples/models that is closest to your needs. 
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Create new file 



Group 


File 


Double-Entry punting 


Double-Entry without VAT 


Cash book 


Double-Entry with VAT 


VAT report 


Double-Entry with foreign currencies 


Labels 






Accounting Report 




Foreign Exchange history 



Examples/Prototypes J^^^^^^^^^^ 


mmmmmmmt . 


i ii * -i =■ r.i i n ,vt - ivi, (iiv-r -: i . - r t ■>! i : ■: ■:■ r,i : i 


EXAMPLE with chart of accounts and transactions 




Accounting lor an Association 




Accounting lor a Company 




Accounting tor a Professional Studio 





New Double-Entry Accounting 



Once the accounting has been created, it needs to be saved to a disc (File menu, Save) with a file 
name. 

If the year is used as well as a name, it will then be much easier to distinguish each accounting 
(ACCOUNT-2003.AC2). 

5.1.3 Different Types of Accounting 

The program grants the possibility to create new accountings with various options. 
All accountings come from basic double-entry accounting. Thus, by choosing some additional 
options, one will have all the double-entry accounting functions as well as specific ones according 
to the chosen options. 

. With or Without VAT 

• With or without foreign currency. 

5.1.3.1 Double-Entry Accounting 

It is the basis for all the others since it foresees all the functions required to keep a double-entry 
accounting. 

It is accounting as it was described in the books at school. Without VAT is ideal for associations, 
private people, condominiums and public entities not subject to VAT. 

5.1.3.2 Double-Entry Accounting with VAT 

For businesses and companies that have to present a VAT declaration. 

The new accounting will have the VAT code table and the VAT column for entries. 

The program automatically resolves the VAT and calculates the VAT report for each period. 

This option should be used if one is subject to VAT even if a simplified or forfait statement has to 

be presented. 

Once the accounting has been created, parameters can be given to VAT codes according to your 
own specific needs. 

For both straightforward and accounting with one or more foreign currencies, the VAT option is 
present. 

5.1.3.3 With or Without Foreign Currency 

To be used when there is the need to manage an accounting with more than one currency. 

An exchange rate table is available where various currencies and exchange rates can be defined. 
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The program also allows the possibility to manage fixed exchange and is therefore highly suitable 
for companies who need conversion to Euro but who also work in other currencies (USD). 
There are procedural and theoretical aspects in multi-currency accounting about which the user 
must be aware. 

Before opening a multi-currency accounting, it is as well to go over the theory to clarify closing 
exchange rates, differences in exchange rates, to know why expenses and revenues must always be 
kept in the basic currency and why one should not use the same exchange rate all year. 
Multi-currency accounting requires hard work and a theoretical basis. Multi-currency accounting is 
not taught at the elementary level but in advanced accounting courses. 

In the following chapters only some basic concepts will be mentioned. All the theoretical aspects 
of multi-currency accounting are not covered by this manual. There are books in the stores that 
cover the subject in detail with examples of various resolutions of cases in point. 

5.1.4 Double-Entry Accounting Tables 

Double-Entry Accounting is made up of a collection of tables containing the accounting data. 
Depending upon the options selected there are, or there are not, certain tables (Vat Code, Exchange 
Rates) and certain columns in other tables. 

Double-Entry Accounting is made up of these main tables: 
Accounts The chart of accounts 

Transactions Accounting transactions 

Totals Accounting totals 

VAT Code (with VAT option) VAT codes 

Exchange Rates (with Exchange rates for the opening and for entries, 

multi-currency option) 

Moreover there are other tables that are only used for the viewing of data: 
Auxiliary Tables 

Other tables that are used for the viewing of data. 

Account Card For viewing the transactions on a single account. 

Summaries To view the balance sheet and profit and loss statement data and 

the totals calculated. 
VAT Report To view the VAT report. 

5.1.5 Basic Data for Double-Entry Accounting 

The basic data for the accounting is grouped in a dialog window. 
The dialog window is available in the Options menu, Basic Data. 
Before beginning to make entries, it is as well to complete these data. 
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Basic Accounting Data 



Header and basic accounting data 



Opening date 
Basic Currency 



| 01 .01 .2003 Closing date 

EUR » </ Obligatory entry date 



Foreign currency 



Exchange rate Profit account p 
Exchange rats Loss account 3 



Valid Exchange rate even for basic 



Currency2 
Symbol 
Decimal Points 
Multiplier 
Exchange rate 



OK Cancel 



Accounting Header 
Opening Date 

Closing Date 

Basic Currency 

Obligatory Entry Date 



Basic Accounting Data (Multi-currency Option) 

There are two blank boxes at the top where free text can be used 
for headers when printing (left and right). 
The initial date for the accounting (can also be left blank). If a 
date less than this one is input when making entries, there will be 
an error warning. 

The closing date for the accounting (can also be left blank). If a 
date greater than this one is input when making entries, there will 
be an error warning. 

The symbol for the currency in which the accounting is to be kept. 
When this value is changed, the program changes the headings of 
the columns with amounts in the basic currency, adding the new 
symbol. 

When this option is active and an entry is inputted without a date, 
there will be an error warning. 



Exchange Rate Profit 
Account 

Exchange Rate Loss Account 



Valid Exchange Rate even for 
Basic Currency 



Settings for Foreign Currency (Only for the Multi-currency Option) 

The account used to enter profits coming from exchange rates. 
There must be a basic currency account in the chart of accounts. 

The account used to enter losses coming from exchange rates. 
There must be a basic currency account in the chart of accounts. 
If an amount is exchanged and then changed back to the original 
currency, one does not always get the original amount. For 
example, if you exchange the amount of 0.43 (at an exchange of 
2.00), you get (rounded to 2 decimal points) 0.22. Changing back 
the 0.22 at the 2.00 exchange, you get 0.44. There is thus a 
difference of 0.01 centimes. 

Normally one checks that by exchanging a foreign currency amo- 
unt you get an amount in basic currency. With this option active, 
the rate is kept exact when exchanging basic currency to a foreign 
currency amount. 

Currency2 It is possible to have balances and account cards in another 

currency. 

Currency2 Symbol The symbol for the second currency. 
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Currency2 Decimal Points 



Currency2 Multiplier 



Currency2 Exchange Rate 



The appropriate chapter explains the significance of the second 
currency. It should be noted it takes on different meanings depen- 
ding on whether the accounting is with a fixed exchange rate or 
one with multi-currencies and the exchange rate table. 
The number of decimal points that are used to round the amounts 
in the currency2 column. 

The exchange rate multiplier used for conversion between the 
basic and currency2. 

See the following explanation of the multiplier shown in the ex- 
change rate table. If the currency2 is the Euro, it will be necessary 
to use a negative multiplier. 

The exchange rate for the conversion from the basic to currency2. 



5.2 The Accounts Table 

As has already been seen in the chapter on the functions common to accounting applications, the 
chart of accounts is composed of rows that are accounts and rows that are used for the totals. 
Each row of the table represents an account or a group. 

The characteristics of the account are defined in the respective columns. The significance of the 
most frequently used columns is explained below: 

The Account and Class Column 

Any kind of chart of accounts can be used be it national or international. To organize the chart of 
accounts and prepare the totals according to one's own plan, use the Group column and GR. 
Independent from any kind of numbering or grouping, the program permits the printing of balances 
and checking of whether the accounts balance. Simply indicate in the class column to which class 
the account should be attributed. 

The class column is indispensable for the correct use of the program. You can use whatever 
account or group number in your numbering, independent from the class column. 

5.2.1 The Accounts Table Columns 









^| T i ans actions 


Totals 






| VAT Code 




Foieign Exchange 










^ccoun 


Description 


B Class 


Gr 


Cunencj 


Opening 


Opening EUR 


Currency 


Balance EUR 


Calculated 
















Balance 




balance 




Balance EUR 




1 






ASSETS 




















2 




1 ODD 


Cash 


1 


100 


EUR 


56.94 


56.94 


336.94 


336.94 


336.94 




3 




1 ODDU 


Cash USD 


1 


100 


USD 


1 '4B5.Q0 


1 "255.62 


1797.50 


1"540.60 


1 "540 60 




4 




1005 


Current Account- bank 


1 


100 


EUR 


1 "255.94 


1 "255.94 


-201 36.21 


-20"1 36.21 


-20136.21 




5 




1010 


Current Account- post office 


1 


100 


EUR 


429.00 


429.00 


-405.96 


-405.06 


-405 96 




E 


100 




Total liquidity 




10 






2-997.50 




-18664.63 


-18-664.63 




7 


























8 




1050 


Clients 


1 


105 


EUR 


25"356.00 


25"356.00 


25'356.00 


25"356.00 


25"355.00 




9 




1059 


Qutstandlna invoices 


1 


105 


EUR 














10 




1061 


VAT recovers hi 8 on supplies tor 


1 


105 


EUR 














11 




1 062 


VAT recoverable on investments 1 


105 


EUR 






23.89 


23.89 


23 89 




12 




1070 


Goods in hand 1 


105 


EUR 


35"000.00 


35"0D0.OO 


35'DOO.OO 


35"000.00 


35"000 00 




13 


105 




Total other circulating capital 


10 






dTJ'356.00 




60379.89 


60 - 379.B9 




14 


10 




Circulating capital 




1 






63-353.50 




41715.26 


41715.26 




15 


























16 




11 DO 


Buildinq 


1 


11 


EUR 


52-000.00 


52TJO0 00 


52'DOO.OO 


52"000.00 


52"000 00 




17 




1101 


Machinery and plant 


1 


11 


EUR 


115-000.00 


115"000 00 


115'ODO.OO 


115"000.00 


115"000 00 




18 


11 




Fixed capital 




1 






167 I 0QQ.00 




167-000.00 


167-000.00 




13 


























20 




1900 


Installment Assets 


1 


10 
















21 


19 




Other assets 




















2 




Transaction Balances Currency? Budget 


Previa 


s 


^eriod 


Other 


^rint * 


JJ 




.in 



The Chart of Accounts 



Group Input the group symbol. This symbol is then used in the GR 

column to indicate that the account balances should be added to 
this group. If there is a symbol in the group column, the account 
column should be blank. 
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Account 



Description 
BClass 



Gr (also GR) 
GR1, GR2 



VAT Number 



Opening Balance 



Balance 

Debit 
Credit 



Input the number/symbol to be used in the accounting. If there is 

an account number, there should not be a group number. 

If the account is a CC 1 cost center, the number/symbol must be 

preceded by a full stop by a comma "," for the CC2 account, 

and by a semi-colon ";" for the CC Third Party. 

Up to 140 characters of free text to describe the account 

If it is a normal accounting number (not a cost center), then you 
must absolutely specify to which class it belongs. If the class is 
missing, there will certainly be differences. The program is not 
able to execute the enhanced printing of the balance sheet and 
check whether there were errors when making entries (VAT 
calculation). 

1 for Assets 

2 for Liabilities 

3 for Expenses 

4 for Revenues 

5 for Assets Off Balance Sheet 

6 for Liabilities Off Balance Sheet 

In the Totals table, the program maintains an updated balance for 
each class. 

This numbering has nothing to do with any kind of grouping plan 

used. The class is used by the program to understand to which type 

the account belongs. 

Cost centers do not have to have a class. 

Type in the symbol of the group where the balance of this row 

should be totalled. It must be an existing group. 

Two grouping columns to be used for external summaries. They 

have the same logic as GR and Group but answer to externally 

created plans and are linked to the External Report command. To 

be able to use this column, it must first be brought into view using 

the Data menu, Setup Fields command. 

Using the External Report command one obtains the calculated 
summary. 

The VAT number/code for a supplier/client or if it is a CC Third 
Party account. When the program finds an entry without a VAT 
number during the VAT report calculation, it checks the chart of 
accounts to see whether one of the accounts used has the VAT 
number and automatically copies it. 

Input the account balance at the beginning of an accounting 
period. The Debit amounts are input in plus, while the Credit 
amounts are input in minus. 

It is of basic importance that credit and debit balances add up to 
the same figure. If there is any kind of a difference, it will be 
shown in a dialog window and in the Totals table. 
This column contains the effective balance on the account 
including the opening balance and all the entries on the account. 
This column cannot be modified since it is automatically calculated 
by the program. 

All debit transactions made on the account. It does not include the 
opening balance. 

All credit transactions made on the account. It does not include the 
opening balance. 
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Period Opening 



Period Debit 
Period Credit 
Period Total 
Period Balance 
Budget 

Budget Difference 
Prior 

Prior Difference 



Obtained with calculate period . The balance at the opening of a 
selected period. 

The amounts in these columns are updated only with the calcu- 
late period command. If any changes are made, the command 
must always be repeated. 

The debit transactions for the selected period. Obtained with 
calculate period . 

The credit transactions for the selected period. Obtained with 
calculate period. 

Obtained when calculating a period of time. The Credit and Debit 
difference for the selected period. 

The account balance at the end of the selected period. Obtained 
with calculate period. 

Manually input the budget for this account. 

Difference between the balance and budget. Updated when 
recalculating account totals. 

The account balance carried forward or manually input from the 
previous year. 

The difference between balance and previous year. The amount is 
updated when the account totals are recalculated. 



Additional Columns with Multi-currency Option 



Foreign Currency 



Foreign Currency Opening 



Opening Balance 



Foreign Currency Balance 



Calculated Balance 



Input the foreign currency symbol for the account. The currency 
must either exist on the Exchange Rate table or be the basic one. 
(Options menu, Basic Data). 

Usually only the Assets and Liabilities accounts are in a currency 
different from the basic one. Accounts for Expenses and Receipts, 
though, are always kept in the basic currency. The program allows 
the use of foreign currency for Expenses and Receipts but in most 
cases this is not proper accounting procedure. In fact exchange ra- 
tes vary and there will be expenses and receipts in which, though 
there are no transactions, there are changes. If a fixed exchange 
rate is used, then foreign currency can be used for the Expenses 
and Receipts accounts. 

Input the foreign currency opening balance for the account. The 
program automatically calculates it in basic currency (on the basis 
of the Exchange Rate table) and updates the opening column 
(which is protected with the multi-currency option). 
The column is protected since the amount is automatically 
calculated on the basis of the foreign currency opening. 
It is the balance calculated by the program in the account's 
currency. In fact the balance on each account is kept in both basic 
and foreign currency. 

Contains the countervalue in basic currency of the foreign 
exchange currency at the daily exchange rate (in the Exchange 
Rate table). When account totals are recalculated, this column is 
calculated and thus contains the real, updated balance that should 
serve as a reference. If differences exist between the calculated 
balance and the basic currency balance (exchange), exchange rate 
differences are added to the account balances. 
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Exchange Rate Differences The exchange rate difference for each single account. In practice 

the difference between basic currency balance and calculated 
balance. 

Opening Balance, Currency2 If the second currency has been defined in the basic data, each 

time one recalculates the totals, the program updates the currency2 
column. 

The account's opening balance (basic currency) exchanged into 
currency2. 

In accounting one uses the same amount in both debit and credit. 

Here, however, the currencies are exchanged to currency2 whether 

they are debit or credit. It is thus inevitable that there are rounding 

differences in the currency2 totals. 
Currency2 Debit The debit movements on the account (basic currency) changed 

Transactions into currency2. 

Currency2 Credit The credit movements on the account (basic currency) changed 

Transactions into currency2. 

Currency2 Balance The balance on the account (basic currency) changed into 

currency2. 

Views in the Account Tables 

There are several views already set up for looking at certain groups of columns. 

The views can quite naturally be adapted or you can add your own thus creating new, personalized 

arrangements. 

5.2.2 Add a New Account 

• Using the mouse or the cursor keys, select a cell on the row where you want to insert the new 
account. 

• Add or insert a row using the command on the Edit menu or by using the Ctrl+Enter keys. 

• Move to the account column of the newly added row. 

• Input the new account number on the new, blank line of the account column. 

• Input the description. 

• Specify the class (1 Assets, 2 Liabilities, 3 Expenses, 4 Revenues). 

• Input the opening balance if there is one. 

5.3 The Totals Table 

The Totals table contains the grouping of the basic classes for the accounting with the relative 
balances constantly updated. 

The groups (1 Assets, 2 Liabilities, 3 Expenses, 4 Receipts) are those to be used in the Class 
column on the chart of accounts. 
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Accounts 


Transactions H VAT Codes Foreign Exchange 


A 




Group 


Description 


GR 


l~l r-.oh-.ih-.ri PI IQ 

upenirig tun 


D dldTlCc tun 




1 


1 




01 


£-J\J J-iJ-iJa-iJU 




2 


2 


Total Liabilities 


01 


-230'353.50 


-214'927.39 




3 


01 


Net Profit(+) Loss(-)from Balance Sheet 


00 




-6'212.13 




4 


3 


Total Expenses 


02 








5 


4 


Total Revenues 


02 




-356.84 




6 


02 


Loss(+) Profit(-) from Profit & Loss Statement 


00 




6'212.13 




7 


00 


Difference should be = 0 (nil) 










8 


5 


Total off balance sheet: Assets 










9 


6 


Total off balance sheet: Liabilities 










10 


7 


Total class 7 










11 


8 


Total class 8 










12 


9 


Total class 9 










13 














Totals 


| Complete 


< 


JJ 





The Totals Table 

This table indicates whether there is a profit or a loss and if there are accounting deficits. 
Using the command Balance Sheet by classes you get a balance sheet according to this 
classification. 

You can even personalize the Balance Sheet and Profit & Loss Statement by changing the 
description of the classes or by showing the KeepTrans, TotOnly, WithTrans columns and 
changing the content of each single line. 

5.4 The Exchange Rate Table (Multi-currency Option) 

All the symbols for the various currencies used in the accounting are defined in the Exchange Rate 
table. 

Each currency has its own symbol and exchange rates that refer to the relative foreign currency. 

5.4.1 The Exchange Rate Table Columns 

The columns described here are the same and have the same significance as those in the exchange 
rate record. 



Accounts Transactions Totals 


^Foreign Exchange 


11 




Currency 
Ret. 


Foreign 
Currency 


Text 


Fixed 


Mult. 


Exchange 
rate 


Opening 
Exchange 


Decimal 
Points 




1 


EUR 


CAD 


Canada (Canadian dollar) 






1.8061 30 


1. 0061 30 


2 




2 


EUR 


CHF 


Switzerland (Swiss franc) 






1.607780 


1.607780 


2 


3 


EUR 


GBP 


United Kingdom (Pound sterling) 






0.705455 


0.705455 


2 


i 


EUR 


USD 


United States (US dollar) 






1.1 66750 


1.1 66750 


2 


5 




















1 Foreign Exchange 









The Exchange Rate Table 



Date The exchange rate date. The program only uses exchange rates 

without date. The date column is used for the exchange rate 
record. 

Currency Ref. The symbol/currency to which the exchange rate refers. If it isn't 

blank, it means that the related currency is the basic accounting 
currency. 

Foreign Currency The symbol for the currency/foreign currency. 

Text A text to specify which currency/foreign currency it is. 
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Fixed True or false. If it is a fixed exchange rate, Yes is input in this 

column. If a fixed exchange is used, the opening exchange rate 
from the opening column is not used, but only the exchange 
specified in the exchange rate column. 

Mult. The exchange rate multiplier to obtain the real exchange. Usually 

1, 100, 1000. There are currencies that are not worth much in 
units so that instead of using lots of zeros, a multiplier is used. Or 
else it's quite simply a habit. 

The multiplier can also be negative (-1). In this case the program 
uses the exchange rate in the opposite way. The inverted multiplier 
is used particularly in the basic accounting data so that it is based 
on the basic accounting currency and it's not necessary to have to 
round the exchange rate (inverted exchange) using a negative 
multiplier. 

Warning: don't modify the multiplier when there are already en- 
tries made in the same currency. The program will send an error 
warning in the entries due to incorrect exchange rates. 
Exchange Rate The actual exchange rate for this currency compared to the related 

currency. 

Opening Exchange Rate The exchange rate at the time of opening. It is used to convert the 

opening currency amount into the opening of the basic accounting 
currency. 

Minimum The minimum exchange rate accepted. If an exchange less than 

this is used when making entries, there will be a warning. 

Maximum The maximum exchange rate accepted. If an exchange greater than 

this is used when making entries, there will be a warning. 

Decimal Points The number of decimal points with which to round the amounts 

for this currency. 

5.5 Currency2 

The program allows a second currency to be specified in the basic accounting data, called 
currency 2. 

5.5.1 Currency2 Balance Sheets 

The first function of currency2 is to be able to obtain balance sheets, profit & loss statements, 
account cards and VAT reports not only in the basic, but also in another, currency. 
In the various tables there is a view and fields relating to currency2. 
The program converts foreign currency balances into currency2. 

Attention needs to be paid to the fact that the conversion generates differences caused by rounding. 
If there are 3 amounts of 100.- that become 0.33 when exchanged, the sum of the 100s gives 300.- 
while of the 0.33 it will give 0.99 and not 100 like exchanging the 300. 

In the totals for the Currency2 column there will always be small rounding differences and 
one needs to accept that it will be impossible for there to be none. 

The Most Recent Exchange Rate is Always Used 

If there is no exchange rate table (fixed exchanges) the program will use the rate in the basic 
accounting data to calculate amounts in currency2. 

When there is an exchange rate table, currency2 has to be included. The program always takes the 
rate from the exchange rate table when it calculates amounts in currency2. 
Having changed the rate in the exchange rate table, the totals need to be recalculated, and the 
account card to have the amounts in currency2 updated according to the new rate. 
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5.6 The Transactions Table 

Each row of the table corresponds to an entry. Listed below are the column headings for the 
window and their relative significance. 



Accounts H Totals VAT Codes 


A 




Date 


Doc 


Description 


Debit Credit Amount VAT *VAT ^Exempt VAT Ad 
A/C A/C EUR Code 








05 01.2003 


2 


Stationery 


3140 


1000 


27.86 


AM 0 


10.00 




2.53 






2 


06 01.2003 


3 


Sales in cash 


1000 


4000 


107.14 


V10 


10.00 




-9.74 


3 


06 01.2003 


4 


VAT payment to govt, agency 


2016 


1005 


5243.36 










4 


03 01.2003 


1 


Withdrawal from post office a/c 


1000 


1010 


599.96 










5 


10 01.2003 


5 


Supplier Pinco - inv. 1 256 


2000 


1005 


7526.05 










6 


10 01.2003 


6 


Pay Telecom invoice 


3142 


1010 


235.00 


AI10 


10.00 




21.36 




7 


12 01 2003 


7 


Rent- January 


3110 


1005 


1200 00 










8 


15 01.2003 


8 


Pay Supp. Joseph - inv. 1233 


2000 


1005 


2'687.00 












8 


20 01.2003 


9 


PavJanuarysalaries 




1005 


5'1 30.00 












10 


20 01.2003 


9 


Salary : John fqross) 


3100 




2'600.00 












11 


20 01.2003 


9 


Salary : John withhold social c 




3101 


260.00 










12 


20 01.2003 


9 


Salary : Mary fqross) 


3100 




3'1 00.00 










13 
14 


20 01.2003 


9 


Salary : John withhold social c 




3101 


310.00 










21 01.2003 


10 


Deposit in bank 


1005 


1000 


394.26 










15 
16 
17 


22 01.2003 


11 


Sales in cash 


1000 




280.00 










22 01.2003 


11 


Sale product A 




4000 


200.00 


V10 


10.00 




-18.18 


22 01.2003 


11 


Sale product B 




4000 


50.00 


V5 


-5.00 




-2.38 


18 


22 01 2003 


11 


Sale product C 




4000 


30 00 


VO 








18 























| Total VAT Cost Centers Expiry Date Lock 



3140 
1000 
1 062 
All 0 



Stationery 25.33 25.33 

Cash -27.86 VS77.54 

VAT recoverable on investments and comi 2.53 23.89 
Purchases for investment/commodity 10% 



The Transactions Table 



5.6.1 The Transactions Table Columns 

Date 
Doc 

Description 
CCThird Party 



Debit A/C 
Debit A/C Des 
Credit A/C 
Credit A/C Des 
Amount 

CC1 

CC2 

Doc Date 
Expiration 

Payment Date 
Value Date 



The date of the accounting transaction. 
The number or name of the accounting document. 
Free text to describe the accounting transaction. 

The cost center related to a possible supplier/client. They are the 
accounts in the chart of accounts preceded by a semi-colon It 
is input here without the semi-colon in this column 
The account to which the amount will be debited. 
The description of the debit account. 
The account to which the amount will be credited. 
The description of the debit account. 

It is the entry amount. This amount will be debited on the Debit 
A/C and credited on the Credit A/C. 

Cost Center 1. A number/symbol of an account preceded by a full 

stop (.Petrol). It is input here without the full stop. 

Cost Center 2. A number/symbol of an account preceded by a 

comma (,X). It is input here without the comma. 

If beyond having a date for the accounting, you want to use the 

date of the accounting document. 

A possible expiration date is input on invoices to pay or to 
receive. If this date exists and the payment date does not, these 
entries can be looked at using the Show expiry dates command. 
The date when payment should be made. It is linked to the 
expiration date. 

The possible value date for a transaction. 
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Columns with VAT Option 

These columns have already been explained in the Basic Accounting Guide chapter. 
Columns with Multi-currency Option 

Currency The foreign currency symbol of one of the accounts. 

Foreign Currency Amount The amount in foreign currency. 

Using the F6 key when you are on this column, the program fills 
all the foreign currency columns (symbol, exchange, amount in ba- 
sic currency). 

Mult. It cannot be modified. The program takes the multiplier from the 

exchange rate table. 
Exchange Rate The exchange rate applied to a transaction. 

Using the F6 key when you are on this column, the program calcu- 
lates the amount in basic currency. 
Amount If a multi- currency account is used, this field refers to the amount 

in basic currency. 

Using the F6 key when you are on this column, the program calcu- 
lates the exchange rate. 

5.6.2 Insert Entries 

Entries are nothing other than rows of transactions typed into the Transactions table. 

Updating of the accounts is instantaneous as soon as any kind of an account or amount is input in 

the entry rows. 

The accounts that will be affected by the entry are always shown in the lower information window. 
For each account the number, its description, the amount that goes onto the account (plus in debit, 
minus in credit) and the account balance (plus in debit, minus in credit) are shown. 
If there are errors, even these are shown with an error description. 

If there is an error, you will be immediately warned and the row number will show up in red. 
To correct the error it's enough to retype the value in the correct way. 

5.6.2.1 Simple Entry 

In double-entry accounting, if one account is debited then another has to be credited. 

One speaks of a simple operation when both the debit and credit accounts are debited with the 

same amount. 

One example is a withdrawal from the bank and a payment to cash. 

For this transaction, a single entry row is used and the Debit A/C, Credit A/C and the amount 
columns are filled in. 

5.6.2.2 Entries on more than one Account 

One example is when several invoices are paid through the bank. In the bank there is one payment 
which, for the accounting, will need to be split over several accounts. 

For this transaction for an account that is credited with a certain amount (the bank) there will be 
various accounts that will be debited (expenses) for different amounts. 

To enter these transactions, several entry rows are required. On each row an account is entered and 
each time just the Debit A/C or the Credit A/C are used and the amount on the single account. 
All the rows carry the same date and the same document number. The descriptions and the Debit 
A/C, Credit A/C and amount columns change. 

Quite naturally until all the transactions have been written, there will be an accounting difference. 
The program warns about this difference and whoever inputs the entries needs to check that at the 
end of the block of entries, no warning exists any more. 
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5.6.2.3 Help for Input of Entries 

Recopy the Data Use the F4 key to recopy whatever value from the preceding row. 

Numbering the Documents Hit the F6 key when in the Doc column. 

Recover Memorized Lines Input the code for a sample row in the Doc column and hit the F6 

key. 

Recover the Entry While on the description, description column. If the description 

text already exists on another row, using F6 all the entry row will 
be recovered. 

Search for Account Instead of inserting an account, insert a description. A list of all 

Description the accounts that contain this text will be shown. 

Select from List With the Right key one passes (if one is at the end of the text) to 

the lower selection list. 

5.6.3 Insert VAT Entries 

Please read the section about VAT in the Basic Accounting Guide chapter very carefully. 
One presupposes that the VAT codes have already been correctly input in the VAT Code table. 
For entries subject to VAT or that need to appear in the VAT report, one of the predefined VAT 
codes is inserted in the VAT Code column. 

The program recovers the percentage and the other parameters from the VAT table and 
automatically calculates the VAT, resolving the entry on the various accounts. 
How the entry is resolved and registered depends on 3 parameters: 

• The amount is to be understood as either gross or net VAT (VAT code option). 

• The VAT is due or recoverable (VAT code option). 

• The code has been input preceded by a minus sign and the VAT entry has to be reversed. 

5.6.3.1 Entries with Code for VAT Due 

The code input is a code for VAT due (Due column in the VAT Code table). 
With this kind of entry the program enters in the following way: 

• The gross amount (in debit) on the debit account. 

• The net amount (in credit) on the credit account. 

• The VAT amount in credit on the VAT account (VAT table). 

Calculation of the various amounts (resolution) is made on the basis of the net parameter input in 
the VAT Code table. 

Reversing Transactions 

If the code is preceded by a minus sign "-V1", the entry is made as though it were recoverable 
VAT, but on the VAT report it appears instead as a deduction to the VAT due. 

5.6.3.2 Entries with Code for Recoverable VAT 

The code is not a code for VAT due so it is recoverable VAT. 
With this kind of entry the program enters in the following way: 

• The gross amount (in credit) on the credit account. 

• The net amount (in debit) on the debit account. 

• The VAT amount in debit on the VAT account (VAT table). 

Calculation of the various amounts (resolution) is made on the basis of the net parameter input in 
the VAT Code table. 
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Reversing Transactions 

If the code is preceded by by a minus sign "-V1", the entry is made as though it were VAT due, but 
on the VAT report it appears instead as a deduction to recoverable VAT. 

5.6.4 Cost Center Entries 

See the Basic Accounting Guide chapter for an explanation of this particular case. 

For cost center entries the CC Third Party, CC1 and CC2 columns are used. 

In the CC1 column one uses the account numbers that begin with a full stop, while in the CC2 

those that begin with a comma and in the CC Third Party, those with a semi-colon. (These initial 

signs are not input in the CC column). 

If an amount needs to be entered as a subtraction, the account number should be preceded by a 
minus sign (-B). 

To get the account card, double click the account number or use the command Account card. 

No VAT Resolution 

The amount appearing in the amount column is entered on the cost center independent from any 
eventual VAT resolution. 

5.6.5 Insert Entries with Foreign Currency (Multi-currency Option) 

When inputting entries on the accounts in foreign currency, one needs to bear in mind the fact that 
there can be two types of entry: 



Debit 



i lil 



105.01. 2003 
06.01.2003 

l 0S.P1 .2003 
03.01.2003" 
10.01.2003 

1 1 0.01 .2003" 

12 01 2003 
15.01.2003 



9 20.01.2003 

10 2D.D1.2DdT 

11 po.01.200T 

12 20.01.2003" 

13 20.01.200T 

14 | 21.01.20oT 

15 22.01.2003" 

16 22.01.2003" 

17 22.01.200T 

18 p2.01.20oT 

19 I 



Stationery 



3 Sales in cash 



1 3140 I 1000U I 
1000U 4000 
VAT payinentto govt agency 201 6 1 005 
Withdrawal from post office a/c 1 000U 1 01 0 
Supplier Pinco - inv. 1256 2000 1005 
Pay Telecom invoice 3142 |l010 | 



Currency 



Foreign Exchange 
■change Amount EUR ATCoc 



Rent- January 

Pay Supp. Joseph- inv. 1233 
PayJanuary salaries 
Salary : John (gross) 



Salary : John withhold social c 
[Salary : Mary (gross) 



Salary : John withhold social ci 

Deposit in bark 

Sales in c ash 
Sale productA 



11 | Sale product B 
11 [ sale product C 



31 10 
2000 



1005 
1005 



32.50 USD 
125,00 USD 

5'243.36 | eIJR 
70Q.OO | USD 

7'526,05 EUR 
235.0o|eUR~ 

1'2Q[I.00 EUR 

2'607.00 EUR 



51 30.00 EUR 



2'600.00 EUR 



260.00 EUR 



1005 1DDDU 



3'100.00|EUR 
310.00 EUrT 
46D.00 USD~[ 
200.00 EUrT 
200.00 EUR~T 

50.oo|eijr~[ 
30.oo|eijr~T 



.156750 
166750 
DDDDDD 
166750 
000000 
000000 
000000 
000000 



27.86 AI10 10.00 

107.14 V10 
5'243.36 

599.95 
7'526.05 

235.00 AlTo 

1 '200.00 

2'607.00 



.030000 
000000 
000000 
000000 
000000 
166750 
000000 
000000 
000000 
000000 



5'1 30.00 

2'6DD.OO 

260.00 
3'1 00.00 

310.00 

394.26 

200.00 

200.00 Virj 
50.00 V5 



30.00 V0 



I Total VAT | Cost Centers 

FG Ksjj - imDori row vSuet with si^fe ! &xi 
1000U USD CashUSD 

4000 EUR Sale of goods 

201S EUR VAT due 

V10 Sales at 1 0X 



JjJJ 



107.14 
■97.40 
■974 



1 '54060 
■350.04 
■21 94 



2.53 
-9.74 



The Transactions Table (Multi-currency Option) 



• Entries between accounts with the same currency. 

• Entries between accounts in basic currency and an account not in basic currency. 

It is not possible to have an entry between two accounts with different currencies and not in the 
basic currency. To enter these transactions, one must turn to entering them on more than one row. 

Balance in Foreign and Basic Currency 

In multi-currency accounting, a balance for each account is held in foreign currency and in basic 
currency. 

To calculate the account balances, the following logic is used: 

• The balance of the account in basic currency is calculated on the basis of the amount of entries 
in the basic currency (amount column). 
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• The account balance for foreign currency on accounts not in basic currency, is calculated on the 
basis of the foreign currency amount entered. 

• For accounts in basic currency, for both the foreign and basic currency balances, only the 
amount entered in basic currency is used. 

5.6.5.1 Regular Entry 

The program makes available some automatic elements that allow the speeding up of entries. 
To make an entry is very simple: 

• Insert the debit account. 

• Insert the credit account. 

• Insert the amount. 

The program automatically calculates the amount in basic currency using the exchange rates if the 
currency exists. If there is no currency or exchange rate (a blank row), the program will 
automatically recover this data from the exchange rate table. 

Any time one wants to recover exchange rates, as though the values were blank, use the F6 key on 
the amount field in foreign currency. 

It is useful to use this system all the time, even when the accounts are both in basic currency. In 
fact, the amount in basic currency must always be present. 

Use one 's own Exchange Rate 

• Insert the exchange rate required in the exchange rate column. 

• Hit the F6 key to recalculate the amount in basic currency. 

Calculate the Exchange Rate 

• Input in the basic currency amount column the known amount (the one received from the bank). 

• Hit the F6 key to recalculate the exchange rate. 

5.6.5.2 Entries between Two Accounts in Different Currencies, neither in Basic 
Currency. 

It is the typical transaction to change currency. The amount of the two currencies is known. 
It is not possible to enter this transaction on one single row since one can only make entries 
between accounts with the same currency or between different currencies when one of them is the 
basic currency. 

To enter this transaction, two entry rows are used. 

On one row only the debit account will be entered and on the other, only the credit account with 
the relative amounts in foreign currency. 

The debit account is input on the first row and the credit account is left blank. The amount is 
inserted and the F6 key is hit. The program calculates the countervalue in basic currency. 
On the next row the credit account and amount are input. Hit the F6 key and the program 
automatically calculates the amount in basic currency. 

At this point there will be a difference. The basic currency amounts automatically calculated will 
be different. 

Return to the Amount column (basic currency) on the second row and recopy the basic currency 
amount from the preceding row (F4). 
The F6 key recalculates the exchange rate. 

At this point the entry is finished and there are no accounting deficits. 

Naturally it is also possible to enter these transactions using a support account rather than leaving 
the debit and credit accounts blank. 

5.6.5.3 Exchange Rate Difference Entry 

There is an exchange rate difference when: 
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• The foreign currency balance at the daily rate is not equal to the balance in basic currency 
calculated on the basis of the amounts entered. 

If the exchange rate difference is an exchange rate profit or loss depends on exchange rate 
development and whether it's a debit or credit account. 

The Exchange Rate Difference is a Profit 

• A credit account (in debit) turns out to be more than the daily exchange rate. One has dollars and 
they are worth more. 

• A debit account (in credit) turns out to be less than the daily exchange rate. One has a debit in 
dollars and the dollars are worth less. 

The Exchange Rate Difference is a Loss 

• A credit account (in debit) turns out to be less than the daily exchange rate. One has dollars and 
they are worth less. 

• A debit account (in credit) turns out to be more than the daily exchange rate. One has a debit in 
dollars and the dollar rate has risen. 

One needs to make it so that the basic currency account balance is the same as the balance amount 
in foreign currency at the daily rate. 

Using an exchange rate difference entry one can make it so that there are no more discrepancies 
between these two figures. 

The basic currency account balance must be equal to the foreign currency balance, exchanged at 
the daily rate from the Exchange Rate table. 

The peculiarity of this entry is the fact that only the basic currency account balance has to be 
changed. 

The foreign currency account balance remains unchanged. 

An entry should be made where only the amount in basic currency is input. 

The entering of an exchange rate difference takes the following form: 

• Input the foreign currency account in debit or credit depending whether there will be an 
exchange rate profit or loss, and use the appropriate exchange rate difference account to 
counterbalance. 

• Leave the foreign currency amount column blank. 

• Input as foreign currency symbol the basic currency. 

• Leave the exchange rate column blank. 

• Input in the amount column, the amount of the exchange rate difference. 

It is possible to create these exchange rate difference entries automatically with the appropriate 
command. 

5.7 Balance Sheet and Profit & Loss Statement 

There are various ways to get the Balance Sheet and Profit & Loss Statement. 

• Creating groups of totals on the chart of accounts. Using the Recalculate account groups 
command, one updates the totals and the Balance Sheet and Profit & Loss Statement are in the 
Accounts table. 

• Using the Balance Sheet by classes command. 

• Using the External Report command. 

• Using the Enhanced balance sheet command. 

• Using the Calculate period command. 

5.7.1 Change the Classification of an Account 

A credit account (bank) can become a debit or, vice versa, from debit become credit. 
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An account can easily be attributed to another class or group because of changed requirements by 
simply changing its classification (GR or Class column). 

Moreover the accounts can be easily moved in the chart of accounts (copy rows, paste copied rows) 
where it is deemed necessary. 

After moving or changing classes or groups, give the Recheck Accounting command to be sure all 
is in order. 

One can even copy data in editor text or to a spreadsheet and organize them freely. This can be 
necessary in those cases where there are very particular grouping requirements. 

5.7.2 Commands Based on the Class Column in the Chart of Accounts. 

This method is very fast and secure but does not allow specification of any sub-groups since it is 
based on the classification of the main groups (Credit, Debit, Expenses, Profits, Off Balance 
Sheet). 

The grouping presupposes that classes have been specified for the accounts. 

1 Assets, 2 Liabilities, 3 Expenses, 4 Revenues, 5 Off Balance Sheet Assets, 6 Off Balance Sheet 

Liabilities - all those found in the Totals table. 

On the bases of the classes, the accounts are automatically grouped either in the Balance Sheet or 
in the Profit & Loss Statement. 

Naturally, if an account does not have a class it will not be included in either the Balance Sheet or 
the Profit & Loss Statement and there will thus be errors or differences. 

5.7.2.1 The Balance Sheet by Classes Command 

This command groups the accounts on the basis of the class and uses the class numbers as 
description from the Totals table. 

If you want to change a class description, it has to be changed on the Totals table. 
This command is similar to the external report. Rows from the Totals table with the appropriate 
Group column are used as the totals rows, whereas the content of the class from the accounts on the 
chart of accounts is used for the GR column. 

The program pulls up a table called report where the Balance Sheet and Profit & Loss Statement 
can be viewed. 

To have a newly updated Balance, the command must always be given again. 
The report obtained in this way in mainly useful for a fast check. 

5.7.2.2 The Enhanced Balance Sheet Command 

Using this command you will receive an enhanced printing, predefined, of the balance sheet and 
profit & loss statement. 

The grouping of the accounts takes place according to the class column content. 

It is a pre-set printing for the definitive printing of the Balance Sheet and Profit & Loss Statement. 

A dialog window is shown with the following options: 
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Print accounting [\\SOLE\HP Laserjet 4000 IP_1 72.1 6.1 .4] 



■Page and column 
Row 1 



Row 2 

Row 3 

Row 4 

Balance 
Column 



Previous Column 



-Print pages — 

[7 Assets p° Liabilities 

I - Off Balance Sheet Assets© 
|~ First page 



^ Expenses Revenues 
[~ Off Balance Sheet Liabilities© 
2 classifications by page 



Include in output 
r~ Account number 
[✓ Percentages 

Accounts with Zero balance 



[✓ Foreign currency. 

r~ Previous year 

[✓ Accounts with transactions 



Apply 



The Enhanced Printing Window 



Page and Column Headers 
Balance Column 
Previous Column 
Print Pages 
Include in output 
Margins Button 
Text Button 
Apply Button 



A text to be used as a header when printing. 
Header for the balance column (free text). 

Header for the balance column from the previous year (free text). 

The pages from the selected groups to be printed. 

One decides which data will be included, or not, in the print. 

To change the print margins. 

To change the fixed text to print. 

To save changes without printing. 

This printing is already prearranged and does not allow totalization with sub-groups. 

On some computers the preview can prove to be slow. One must simply wait a moment more. 

5.7.3 Free Grouping Commands 

In the Group and GR columns, groups and sub-groups can be created to serve one's own needs. 
It is a very flexible and potent system. It requires a little attention and a little reasoning in order to 
be understood. 

For a detailed explanation, check the Basic Accounting Guide chapter. 
The concepts for these groupings are simple: 

• Total Rows are defined where the Group column contains the group symbol to be then used in 
the GR column. 

• The accounts or the sub-groups are totalled, inputting the group symbol in the GR (GR1 or 
GR2) column where the account or the group should be totalled. 

In this way it is possible to create groups and sub-groups with the required numbering and up to 
100 levels of sub-groups. 

5.7.3.1 Totals in the Chart of Accounts 

Using the group and GR columns on the chart of accounts, the required groupings are created. 
Using the Recalculate account groups command, the group totals are recalculated. 
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5.7.3.2 Accounts with Balance Only 

Many times accounts are inserted on the chart of accounts, are never used, and remain at 0. 
Using this command, the chart of accounts is copied to a provisional table where only the accounts 
and groups that have a balance or a transaction are shown. 

5.7.3.3 External Report 

Above all one presupposes that an external summary with group rows has been created (File menu, 
New). It's in the double-entry accounting group listed after multi-currency accounting. 
This command reads the report file with all its rows of totals and regroups and calculates the totals 
on the bases of the GR, GR1, GR2 columns that have been specified. 

If the GR1 and GR2 columns are not to be seen in the chart of accounts, they must be made visible. 
Use the Setup Fields, Edit Attributes commands in the Data menu. 

Then create a report table that lists the accounts and groups thus totalled. 



Accounting Report 



Report File 



Browse 



c:\miJreport.ac2 

Account Column 
Options 

V~ Include accounts without entries 
! Include accounts with 0 balance 
V Show group totals only 
Sjgnal missing grouping 



Calculate 



Add item 



Cancel 



Remove item 



The External Report Window 



When the report is calculated, the GR column will contain what has been used for the report 
calculation and not for the value of the GR column which is in the chart of accounts. 
To have an updated balance sheet once more, the report needs to be recalculated. 



Report File 
Account Column 

Include Accounts without 
Entries 

Include Accounts with 0 
Balance 

Show Group Totals Only 
Signal Missing Grouping 

Calculate 
Add Item 

Remove Item 



The name of the report file. 

One specifies which column from the Accounts table should be 
used. 

To include accounts with no transactions. 
To include accounts with 0 Balance. 

The accounts will not be included in the summary. 

If an account has a wrong group or doesn't have a group, there 
will be an error warning. 
The summary is calculated. 

The program is able to memorize various summary file names and 
to save the settings for each one. 
Remove the memorized setting. 
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5.7.4 Calculate period 

Calculates all transactions on all accounts during a specified period. Partial balances thus 
calculated are put in the appropriate columns of the Accounts table: Period Opening, Period 
Balance and Period Total. 

The "Period" view from the chart of accounts is shown and the columns are headed with the 
specified data. 



Calculate period balances 



Start date (inclusive) 
End date (inclusive) 



01 .01 .2003 



31 01 .2003 



OK 


Cancel 


? 









The Calculate Period Window 



The period balances are calculated for the moment and change only if one gives the command 
again. 

If new entries are inserted, then one needs to give the command again in order to have an updated 
position. 

5.7.5 Show Expiry Dates 

To be able to check on unpaid invoices, it is enough to insert in the Date Expiry column (Expiry 
Date view) the date when the payment should be made. 

Thereafter, once the payment has been made, on the same row, beside the expiry date, insert the 
payment date. 

This command shows a list of unsettled items. Following the logic of the program, rows where 
there is an expiry date but no payment date are considered unsettled. 

5.8 Audit and Closure 

5.8.1 Search for Differences 

The basic accounting rule is: 

Assets + Expenses = Liabilities + Revenues 

The program constantly keeps the total of all transactions in Debit and transactions in Credit 
updated and gives the possible difference. 

This difference could come from the fact that an account used for an entry is not present on the 
chart of accounts. However, the difference will probably be caused by the presence of an 
incomplete entry on several accounts. 

One can find the initial entry for which the total Debit transactions no longer correspond to the 
total Credit transactions. 

An Explanatory Example: 

• There are ten correct entries. 

• Then there is an incomplete entry on three accounts, made up of three rows. 

• The remaining entries are correct. 

Because of the incorrect entry, the overall Debit transactions total does not correspond to the 
Credit transactions. 
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Using the Search for transaction difference command, it will be shown that the difference 
between Debit and Credit transactions exists from entry 11. From this entry onwards, the Debit 
transactions do not balance with the Credit transactions. 

• Open Accountl menu. 

• Select the Search for transaction difference command. 

• If a difference has been found, you will be on the initial row from where the Debit and Credit 
transactions no longer balance. 

• Check the following entries and make the necessary modifications. 

As a precaution, whenever it is difficult to find the incorrect entry, it is worth while doing a 
Recheck accounting (Accountl menu). It is, in fact, possible that the error is due to the use of an 
account not present on the chart of accounts. 

5.8.2 Create Exchange Rate Difference Entry (Multi-currency Option) 

Using this command, all the exchange rate differences are calculated for each account. 
If there are accounts in foreign currency, there will always be exchange rate or rounding 
differences. The exchange rate difference exists because the amount in foreign currency is valued 
against the home currency (basic currency). Each day the rate changes and thus there are constantly 
these exchange rate differences. 

The program uses the rates in the exchange rate column of the exchange rate table. One needs to 
update the table with the daily rates that one wishes to use. 

If the accounting is being closed, the exchange rates need to be updated with those of the closure; 
the official exchange rate at 3 1 December. 

These rates will then become the opening exchange rates the next year. 

Before closing an accounting, print the final balance sheet. Carrying over to a new year, the 

exchange rate table needs to be updated and exchange rate differences entered. 

In the calculated balance column of the chart of accounts are the balances recalculated on the 

basis of the rates in the relative table. This column contains the revalued balance. For the ends of 

double-entry accounting, the one that gives the situation is the real accounting balance (with 

differences). To correct the accounting, exchange rate differences need to be entered. After doing 

this, the balance and calculated balance columns have the same amounts. 

For each account with an exchange rate difference, a new entry row is created. 

Entries created by the program can be cancelled with the cancel operation command. 

In the preceding point about Exchange Rate Differences, the problems caused were explained in a 

most detailed way. 

There are exchange rate differences even when one uses fixed rates. The differences come from an 
accumulation of roundings and even in this case they need to be zeroed out using the create 
exchange rate difference entry command. 

5.8.3 New Year 

5.8.3.1 Closure of current year. 

Once upon a time, all the Expenses and Receipts accounts were zeroed to find the profit. This 
system has been left behind since the program can calculate profit at any time without closing the 
accounts. 

The program automatically calculates the profit and can therefore go directly from the balance 
sheet before closure to that of the opening without having made any closure. 

5.8.3.2 Closure of a Multi-currency Accounting 

Before moving to a new year with a multi-currency accounting one must: 

• Update the exchange rate table with the closure rates. The closure rates are equal to the opening 
rates for the new year. 
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• Create the exchange rate and rounding difference entry. There are always exchange rate 
differences and if they are not entered at the closure, there will be differences the following year. 

• If more accounting transactions are made, then you need to check for exchange rate differences 
again. If there are still differences, further entries need to be made. 

At this point the final balance sheet and profit & loss statement can be printed. 
Provisional Closure 

If balances are printed at certain dates during the year, it's a good idea to update the exchange rate 
table with the new rates and create the exchange rate difference entries 

If the exchange rate table is not updated and the differences are not created, at the end of the year 
there can be large differences in the results for the financial year. 

5.8.4 Create Accounting for the New Year 

This command is used as one year finishes and another begins for the coming year. 
This command creates a new accounting with the same chart of accounts where the opening 
balances are the closing ones. The program even carries the final balances into the new year's 
balance column. 

It is possible to specify how to divide the profit or the loss. It's enough to indicate the account (e.g. 
profit carried forward) and the amount to put there. 

While still in the current year's accounting, input the Create New Year command. 



Carry forward new balances |>< 



Carry forward account opening balances 

[7 Balance Sheet 

|~ Profit and Loss Statement 

[7 Off balance sheet 

I - Cost centers CCI 

I - Cost centers CC2 

W Cost centers third party code 

Allocation profit/loss 
Total to divide 
Accounts 

[Si 

I 3 
I 3 



6'212.13 
Amounts 
6212.13 



OK 


Cancel 











Bring Forward to New Year Window 



Carry forward balances and Indicate for which accounts to carry forward opening balances, 
open accounts. They normally come from balance sheet, off balance sheet and 

third party code. 

Total to divide The program indicates the profit/loss that should be divided 

between the various accounts. 
Accounts/Amounts Indicate the accounts and for each account the amounts from the 

division of profits. 

Whenever three accounts are not enough, one has to proceed ma- 
nually to rectify the amounts in the opening column in the new ac- 
counting. 
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The program warns if there is a difference between the total of assets and liabilities. 

If there is a difference this could be due to the fact that the profit has not been divided or there were 

differences/errors the previous year or that the exchange rate differences were not entered. 

The basic data for the new accounting needs to be completed and saved to file, giving it a new 

name. 

5.8.5 Reload balances from last year 

Don't confuse this command with the "Create New Year" command. If you want to begin a new 
year, then you use the New Year command. 

Many times a new year is begun without the previous year having been closed. Opening balances 
for the new year have not yet been defined. 

At a certain point, the previous year is finally closed. The final balances can then be recovered as 
opening balances in the accounting for the new year. 

Besides the opening balance column, the program also updates the previous balance column. 

• Open the accounting for the new year. Where the opening balances have been updated. 

• Select the Reload balances from last year command. 

• The program asks for the file name (*.ac2) from the previous year's accounting. The accounting 
from which to read the closure balances. 

• Then the same window relating to the New Year (division of profits) appears and must be filled 
in. 



5.9 Import to the Accounting 

You can find more information on this subject on our internet site www.banana.ch. 

There are several possibilities for importing to the accounting. 
First of all you need to select to which table to import: 



Load from file 



(* import transactions 

C Import accounts 

f Import exchange rates 



ntina transactions r ac2'l 



Cash book f K .ac21 

p.i.iiLyliiiiEijjjii, 

Double-entry accounting transactions (tent file H .txt) 
Receipt/payment transactions (text file * tut) 



File 



CADoc^eng\MyCompany2003.ac2 



Import to the Accounting Window 



• Accounts table. 

• Transactions table. 

• Exchange rate table. 

The name of the file to import to has to be specified. Select it using the browse command. 
Thereafter, on the basis of the kind of file and table, different questions will be asked. 
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5.9.1 Import Cash Book Transactions 



There are times when an account is managed outside the accounting and the balances are carried 
forward only from time to time. 

This command will carry out this transaction, creating entries from an externally managed account. 
For the cash book, in the chart of accounts (accounting view) there is a column that allows one to 
specify the account relative to the accounting for a category. 

This is useful when, in the management of the account, many more subdivisions are used than in 
the accounting. 

First of all, the name of the cash file that you want to read needs to be specified. 
A dialog window will be shown where the parameters are specified: 



Load cash/bank data 



In accounting 
Destination account 

Document number 



1000 



hoocj 



Select transactions 
Start date [inclusive) 

End date [inclusive] 



Group Transactions 
[* All transactions 
f~ Monthly 
f Quarterly 

V~ One transaction per account 



C By Semester 
T Yearly 



OK 



Cancel 



□ 



"3 



1 01. 01. 2003 ~~ TJ 
1 07. 01. 2003 



Import Cash Transactions 



Destination Account 
Document Number 



Start Date/End Date 
Group Transactions 
One Transaction per Account 



The account number within the accounting. 

The document number that needs to be used for transactions 
created with this command. 
Specifies the period to be used. 

Specifies how the transactions for the period should be grouped. 

If several categories are grouped to one, single account in the 
accounting, but one wants separate entries for each category. 
The program will create entries for each category. 

If VAT codes are used, entries will be created for them not only by category but also using 
different VAT codes for the same category. 

Using the cancel transaction command you can restore the previous situation to this command. 
5.9.2 Import Transactions 

From an external file, some transactions are taken and carried forward into the accounting. 
There are several layout options. Once the file has been read, it is possible to select the options as 
to how the transactions will be transferred to the accounting. 
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Load account transactions I X 



CAD oc l ieng\MyCompani)2003. ac2 
Number of rows 1 9 

Select Transactions 

Start date (inclusive) End date (inclusive] 

[ [ikllifcllTlM (22.01.2003 

I - Don't import transactions with date and total already enisling 

- Single account 

Destination account Document number 

I 

OK | Cancel | ? 



Import Transactions 

5.9.2.1 Import to Double-Entry Accounting 

The transactions have both a debit and credit account. 
Importing transactions from a double-entry accounting entry file. 
Each entry is a row. The fields are separated by tabs. 
The compulsory field sequence is as follows: 

• Date (in yyyymmdd format) 

• Document 

• Description 

• Debit Account 

• Credit Account 

• Amount 

. VAT code 
. CC1 
. CC2 
. CCThird 

Fields can also be blank but they still need to be included in the listing. 
For the multi-currency accounting please go to the online information. 

5.9.2.2 Import Account Transaction 

Used when one needs to import, for example, from a bank account summary. In the text file are the 

transactions from a single account. 

Each entry is a row. The fields are separated by tabs. 

The compulsory field sequence is as follows: 

• Date 

• Document 

• Description 

• Amount entered (negative when an expense) 

• [Expense amount] only if negative amounts have been used. 
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The program checks whether there are negative amounts. 

The amounts coming in are entered in debit on the account, while the amounts going out are 
entered in credit. 

Once the transactions have been imported, the counterbalance transactions need to be made. 

5.9.3 Import Accounts 

Import the accounts to the chart of accounts. You can choose between various types of files. 
Using this function not only can a chart of accounts be imported, but having a standard chart, the 
transfer can be made in a way that only the descriptions or opening balances are updated. 



Load accounts X 



U:\Doc\erig\MyUompany2003.ac2 
Options 

[✓ Iruf..;.!! i;.;. i i>ri'ei 
W Add new accounts 
W Replace tent description 
W Replace opening balance 



Import Cancel 



Import Accounts 

5.9.3.1 Format Text 

Each row is an account. The fields are separated by tabs. 
The import format is as follows: 

• Account 

• Description 

• Debit opening balance (credit balance in minus) 

• Credit opening balance (only if minus amounts will be imported) 

• Foreign currency (optional) 

The account is compulsory. If there is no account, the row will not be taken into consideration. 
If the accounts already exist on the chart of accounts and the correct options are activated, the 
program will update the opening balance and the description. 

If some accounts were already there and others not, the program will insert the new accounts and 
then the accounts that it found and which were preceded. 

5.9.4 Import Exchange Rates 

In the exchange rate table update the rates by taking information from another exchange rate table 
or from a past exchange rate. It suffices to update the exchange rates in an accounting or from past 
exchange rates and carry them forward. 
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Load exchange rates 



C:\ProgramFiles\Banana40\exchange.ac2 
Select date 



01.01 1993 
31.12.1998 



^ Substitute exchange rates 
P Add rows 

OK | Cancel ? 



Past Exchange Rates 



Past exchange rates is a file that only has exchange rate tables. They are memorized using dates. To 
create a past exchange rate one proceeds: File menu, New, and selects the past exchange rates from 
double-entry accounting. 

In the past file each exchange rate row specifies, as well as the currency, the basic currency to 
which it refers as well as the date to which the rate refers. 

5.10 Export Data 

There is the possibility to export data in various formats. 



Export data 



f *" E wport transactions 
f Export accounts 
f Export accounting 



Transactions as text file (*txt) 



File na 



c:\transaction ian.txt 



□ K 



Browse 



Cancel 



Export from the Accounting 



The accounting data can be exported to some external files. 
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6 Cash Book Guide 

The cash book is used to keep the accounting of an account (cash or bank) with debits and credits 
grouped by category, 

The cash book substitutes the cash or bank copy book. 
The cash book is linked to the Cashl menu. 

6.1 Cash Book Tables 

The cash book is made up of the following main tables: 

Categories The list of the categories of expenses and receipts to which debit 

and credit entries are attributed. 
Entries Where accounting transactions are inputted. 

VAT Code (with VAT option) Where VAT codes and the various options are defined. 

Tables for the Display of Data 

Category Card Where single category or cost center transactions are viewed. 

VAT Report (with VAT Where the VAT report is viewed, 

option) 



6.2 Cash Book in two currencies (Fixed Exchange Rate) 

Allows the cash book to be kept in two currencies. The account balance, the category cards and the 
balances for the categories are shown in two currencies simultaneously. 

Attention should be paid to the fact that where the second currency column is recalculated each 
time there can be rounding differences. 

The program will automatically calculate the amount of the entry in the second currency. This 
amount can be manually modified at times when the bank enters a different amount. In fact there 
can be rounding differences in certain cases but basically the amounts are correct. There cannot, 
however, be differences above those of the minimum unit of rounding. 

6.3 Basic Data for the Cash Book 

The basic accounting data is grouped in a dialog window. 

The dialog window is accessible in the Options menu, Basic Data. 

Before starting to make entries, it is best to complete this data. 
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Basic accounting data 



Headers and basic accounting data 



b^mpl* Shop Cash Book 



r 



Initial date 
Basic Currency 



1 01 .01 .2003 Closing date : 

j EUR y | r~ Obligatory entry date 



Currency2 
Symbol 

Decimal Points 



| USD T| 



Multiplier 



Foreign Exchange 11.16 



Exchange rate valid even from basic 
currency 



OK 


Cancel 


? 









Basic Cash Data (Fixed Exchange Rate Option) 



Accounting Header 
Initial Date 

Closing Date 

Basic Currency 

Obligatory Entry Date 

Currency2 
Symbol 

Decimal Points 
Multiplier 

Exchange Rate 

Exchange Rate Valid even 
from Basic Currency 



The first two empty cells at the beginning are for free text that will 
be used as headers when printing (left and right). 
The initial date for the accounting (can also be left blank). If a 
date prior to this one is inputted when making entries, there will 
be an error warning. 

The closure date for the accounting (can also be left blank). If a 
date after this one is inputted when making entries, there will be 
an error warning. 

The symbol for the currency in which the accounting will be kept. 
When this is changed the program will change the column 
headings with amounts in the basic currency, adding the new 
symbol. 

When this option is active and an entry is made without a date 
there will be an error warning. 



The Currency2 subject is dealt with in depth in the chapter on 
Double-Entry accounting. 
The Currency2 symbol. 

The number of decimal points used when rounding amounts in the 
currency2 column. 

Exchange rate multiplier for conversions between basic and 
currency2. In some cases used as a minus. (See explanation in 
double-entry accounting, exchange rate table). 
The exchange rate for conversion from basic to currency2. 

If an amount is exchanged and then changed back to the original 
currency, the same original amount does not always appear. For 
example, if an amount is exchanged at 0.43 (at 2.00 exchange 
rate) you will get (rounded to 2 decimal points) 0.22. Changing 
back the 0.22 at the 2.00 exchange rate, you get 0.44. There is 
then a difference of 0.01 centimes. 



6.4 Categories Table 

The various columns of the Categories column are listed below: 
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Group The group number/symbol for totalling categories and groups. If 

there is a group, there cannot also be an account. 
The category number/symbol to be used for entries. If there is an 
account there cannot also be a group. 
Free text for the description of the group or category. 

Requires a number/symbol of a group in which to total. A Group 
must already exist. 

Total credit transactions for this category. 

Total debit transactions for this category. 

The difference between credits and debits. Basically the 
transaction total for this category. 
The budget amount. 

The difference between Balance and Budget automatically 
calculated when you hit the calculate totals function. 
For the recovery of transactions in double-entry accounting. It 
allows an account number from the accounting to be defined 
where this category will be entered. The category number is 
normally used, but it can be useful to group various cash book 
categories under one heading in the accounting. 
As far as totals are concerned, they are covered in the Basic Accounting Guide chapter. 



Account 

Description 
GR 

Increase 
Decrease 
Balance 

Budget 

Budget Difference 
DE 



6.5 Transactions Table 

6.5.1 Transactions Table Columns 



l*aj EBB 



_^ File Edit Data Format Options Cashl Window I 



Balance brought forward 









A 




Date 


Doc Description Categcii- 


Increase- Decrease 
EUR EUR 


AnwUJO 1 

EUR 


530.40 
1 '931 .40 


VAT 
V10 


■sVAT 


£Exemp VAT Acc 
EUR 






01.01.2003 


1 Balance crauqhtfcirward 000 


465.00 




465.00 530.40 








I 


2 


■~-< 01.2003 


2 Sale productA 100 


1 '200.00 




1 '665.00 1 '302.00 


10.00 




-109.03 


3 03.01 .2003 


3 Withdrawal from current accouM 20 


13'000.00 




14'655.00 1 5'080.00 


17'011.40 










5 


04.01.2003 


4 Payment of rent 204 




3'500.00 


11 1 55.00 -4'060.00 


12'951.40 










04.01.2003 


5 Payment to window dresser .21 p 




1 '000.00 


101 65.00 -1 '1 00.00 


11791.40 


110 


10.00 




90.91 


E Q4.01.20ul 


6 Salary : Maurice 222 




3'OQQ.QO 


71 65.00 -3'480.00 


B'311.40 










7 04.01.2003 


7 Salary : Laora 222 




3'OOO.OD 


41 65.00 -3'480.00 


4'831.40 










8 04.01.2003 


8 Salary : Laoise 222 




1 '350.00 


2'815.00 -1 '565.00 


3'265.40 










3 04.01.2003 


9 Salary : George 222 




1 '300.00 


1 '51 5.00 -1 '503.00 


1757.40 










10 04.01.2003 


10 Sale productB 101 


456.00 




1 '971.00 528.96 


2'286.36 


V10 


10.00 




-41 45 


11 04.01.2003 


11 Sale productC 102 


1 '232.00 




3'203.00 1 '429.1 2 


3715.48 


V10 


10.00 




-112, DQ 


12 04.01.2003 


12 Postage expenses 201 




34.30 


3168.70 


-30.79 


3'675.69 










13 05.01.2003 

14 05.01.2003 


13 Pincus SA nay.inv. w Prod. A 220 
1 4 Lurch with representative 21 2 




1 '533.00 
123.20 


1 '635.70 


-1773.28 


1 '897.41 
1754.50 


A10 
15 


10.00 
5.00 




139.35 


1 '51 2.50 


-142.91 




5.87 


15 05.01.2003 


15 Sale productA 


101 


755.00 




2'258.50 


875.S5 


2'531.45 


V10 


10.00 




-6873 


1E 05.01.2003 


15 Sale productB 


102 


551.00 




2 81 9.50 639.1 6 


3'270.62 


V10 


10.00 




-50,09 


17 05.01 .2003 


17 Postage expenses 


201 




13.55 


2'8Q5.95 -15.72 


3'254.90 










13 |o7.01.2003 


10 Deposit on currant account 


120 




2'0QQ.Q0 


805.95 


-2'320.00 


934.90 










19 


1 




















■ Total VAT | Cost Centers (Lock | < | 


± 


F6 Key = import low values with similai lexl 

Account transactions 4G 

000 Opening Balance 4E 


.00 

.00 


805.35 

mm 




ii/io 






\P5 |NUM | 5CF 



Entries on the Cash Book 



Date 


Date of the accounting operation. 


Doc 


Number or name of the accounting document. 


Description 


Free text to describe the accounting operation. 


Category 


A category number defined in the chart of accounts. Debit and 
credit entry amounts are entered in this category. 


Increase 


The credit amounts. 


Decrease 


The debit amounts. 
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Balance The updated balance with the transaction amounts. It is 

recalculated using the calculate totals (F9) function. 
CC1, CC2, CC Third Party Columns for the cost centers. 

Columns with VAT option 

These columns are explained in the Basic Accounting Guide chapter and are used throughout the 
accounting. 

Columns with Euro Option 

Currency2 Amount The amount of an entry in the currency2. If it is a minus amount, 

then it's a debit. 

Currency2 Balance The account balance expressed in the currency2. This amount is 

recalculated together with the balance column. 

6.5.2 Insert Entry 

Entries are nothing more than rows of transactions typed into the Transactions table. 
Updating of the categories happens instantaneously. On the other hand to update the balances in 
the entries column and totals in the Categories table, the recalculate balance and totals (F9) 
command must be used. 

The categories that will be affected by the entries are always shown in the information window at 
the foot of the page. 

The amount of the transaction and the balance of the category are displayed. 
If there are errors these are also shown together with a description of the error. 

6.5.2.1 Straightforward Entries 

An amount, either in debit or credit, is entered, possibly with a category number. 

The amount is entered in debit or credit on the account (balance column) and on the category that 

is inputted. 

The category must have been defined in the Category table. 
Currency2 Entries 

It's a straightforward entry. The program will automatically convert the amounts in Credit/Debit to 
one single amount in the currency2. 

It is possible to modify this currency amount. However, if the exchange rate is not the same as the 
fixed one, there will be an error warning. 

6.5.2.2 Entries with VAT 

It is recommended that the section on VAT in the Basic Accounting Guide chapter be read very 
carefully. 

It is taken for granted that the VAT codes have already been correctly inputted in the VAT Codes 
table. 

In the VAT Codes table, a VAT category for the various codes defined must also be specified. 
When an entry with VAT is inputted, the category must be specified. 
In the proper VAT column the required VAT code is inserted. 

If a VAT code is used without an indication of the category or if a credit entry is made instead of a 
debit, the program cannot correctly resolve the VAT. 

There will consequently be a difference that will be signalled by the program with Transaction 
Balance not at Zero. 

When this error warning appears, the entry needs to be corrected. 

6.5.2.3 Entries with Code for VAT Due 

The code input is a VAT due code (the due column in the VAT code table). 
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It's the VAT that has to be paid to the state when you make sales. 
The amount should be input as a credit. 

• The gross amount is entered as a credit on the account. 

• The net amount is registered as a credit on the category. 

• The VAT amount is entered as a credit on the category (VAT account) defined in the VAT Code 
table. 

Calculation of the various amounts (resolution) is made on the basis of the net parameter posted in 
the VAT Code table. 

Reversing Transactions 

If the code is preceded by a minus sign "-V1", the entry will be made as though it were recoverable 
VAT but on the VAT report it will show up as a deduction to the VAT due. 

6.5.2.4 Entries with Code for Recoverable VAT 

The code is not that for VAT due, thus it is recoverable VAT. 

It is for VAT that is possibly recoverable when you make purchases. 

The amount should be inputted as a debit. 

• The gross amount should be entered as a debit on the account. 

• The net amount is entered as a debit on the category. 

• The VAT amount is entered as a debit on the category (VAT account) defined in the VAT Code 
table. 

6.5.3 Cost Center Entries 

See the Basic Accounting Guide chapter for a full explanation of cost centers. 

To make entries to cost centers, the CC1, CC2, CCThird Party columns are used. 

In the CC columns, categories defined as cost centers are used but without the initial character (full 

stop, comma, semi-colon). 

If an amount has to be registered in minus, then the CC account number needs to be preceded by a 
minus sign (-B). 

To obtain the account card, double click on the account number and use the command specifying 
the number including the full stop. 

No VAT Resolution 

The amount showing in the amount column is entered on the cost center, independent from any 
possible VAT resolution. 
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7 VAT Report Guide 

All transactions subject to VAT are listed and then used to prepare the VAT summary. 
An amount and the appropriate VAT code are specified for each entry. 

It is useful for someone who does not keep the accounting but who still needs to prepare the VAT 
declaration, dividing amounts into various groups. The VAT report has its own menu VAT1, with 
its own specific commands. 

7.1 The VAT Report Table 

Like the other tables, the VAT Report one is based on the idea of tables where the data is input. 

The VAT Report is made up of the following tables: 

Transactions Where the accounting transactions are input. 

VAT Code Where VAT codes for the various options are defined. 

Data Display Tables 

VAT Report (with VAT Where the VAT report is displayed 

Option) 



7.2 Transactions Table 

7.2.1 Transactions Table Columns 



Transactions 



Date 



VAT Codes 



03.01.2003 



03.01.2003 



03.01.2003 



04.01.2003 



04.01.2003 



04.01.2003 



04.01.2003 



05.01.2003 



05.01.2003 



05.01.2003 



05.01.2003 



05.01.2003 



pay 



Description 



Amount VAT SVAT VAT Acc 



Sale pro duct A 



Sale product B 



Sale product C 



Payment to window dresser 



Sale product A 



Sale product B 



Sale pro duct C 



Pincus SApavinv. product A 



Lunch with representative 



Sale product A 



Sale pro duct B 



Sale pro duct C 



V200.00 



890.00 



V454.00 



V000.00 



843.50 



456.00 



1 '232.50 



V533.00 



123.20 



843.50 



456.00 



V232.50 



V10 



V10 



V10 



AI10 



V1 0 



V10 



V10 



AI5 



AI10 



V10 



V10 



V10 



10.00 



10.00 



10.00 



10.00 



10.00 



10.00 



10.00 



5.00 



10.00 



10.00 



10.00 



10.00 



-109.09 



-80.91 



-132.11 



90.91 



-76.68 



-41.45 



-112.05 



73.00 



11.20 



-76.68 



-41.45 



-112.05 



J 



Transactions 



VI 0 



I Partial VAT | Total VAT |Lock 
Sales at 10% 



«l 



id 



Date 
Doc 

Description 
Amount 

VAT Columns 



VAT report transactions. 

The date of the accounting operation. 
Name and number for the entry. 
Free text to describe the entry. 
The amount of the entry. 



These columns have already been explained in the Basic Accounting Guide and remain identical 
throughout the accounting. 
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7.2.2 Input Transactions 

Transactions are nothing more than entries input on the Transactions Table. 

The VAT category selected is displayed in a dialog window at the foot of the page. 

Please read the section on VAT very carefully in the Basic Accounting Guide chapter. 

It is taken for granted that the VAT codes have been correctly inputted in the VAT Code table. 

Then only entries with an amount and the appropriate VAT code need be input. 
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8 Label Guide 

An easy to use table where you input addresses or other information for printing labels. 
A list of addresses can be used or else whatever fields you like can be selected to form a 
custom-made database. 

Parameters can be changed for label printing, too. 

The advantage of this program is that it allows mailing labels to be printed quickly. If the text is 
too large, the program will automatically use a smaller character so that all the text is printed on the 
label. 

8.1 Create a new label file 

Using the New File command, you can choose between three different types included in the label 
group. 

Straightforward Labels Created using the rowl, row2 fields where the label row text is 

specified. 

Address Labels Created using the corresponding fields from an address database 

with name, surname, street, city, etc. 
Labels (to be Created) Similar to a blank database. In this case the fields you require need 

to be created. 

When a new file is created, the program automatically creates a selection of printing fields. 
Field selection is the way the fields will be printed on the label. 
This selection can be changed or redone. 

8.2 The Logic Behind Printing Labels 

Using the Print Labelsl and Print Labels2 commands gives you access to the definition and 
printing of labels. 

There are two similar commands enabling you to save two label layouts. 

Apart from this, the two commands are the same. 

The label sheet format and fields to be printed need to be defined. 

As you print, you need to specify the number of copies of each label to print and the point where to 
begin printing (which label on the sheet). 

If fields are added that need to be included when printing labels, then the printing format will also 
need to be changed. 

8.2.1 Printers Don't Print on the Entire Page 

Printers are not able to print on the entire surface of a page: there is a limit that it is not possible to 
change through programming. 

While printing labels, the program tries to adapt each single label to the page values. 

8.3 Print labeM and Print Iabel2 Commands 

Selecting one of these two commands for Printing labels, a dialog box opens containing: 
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Print labels 



First page 



First horizontal label 
First vertical label 



Nr. copies of each label 



Select fields.. 



Set labels.. 



Set printer.. 



Preview 



Print 



Cancel 



Printing Labels 



First page 

Number of Copies for Each 
Label 

Set labels 
Select fields 
Set printer 



Decide where to print the first label. The values First horizontal 
laber=l and First vertical labef=l refer to the upper left-hand 
corner of the sheet. 

The pre-defined value of 1 will print one copy of each label. 

Opens a dialog box where the page margins, label margins, and 
font size are setup. 

Opens a dialog box to Display label fields to select data to include 
on the label. 

Opens a dialog box to define the limits where the printer can print. 



8.3.1 Print Merge 



To merge the labels, export the data using the command Data - Export Data and the Column 
Header option. 

In this way the headers are exported as well as the data and can be read by a printing program as a 
series of letters. 

8.3.2 Printing the labels 

• Select the Print labell or Print label2 command from the specific file menu and the Print 
Labels dialog box is displayed. 

• Enter the Label parameters for the first label horizontally and vertically and the number of 
copies of each label to print. 

• Press the Set Label button; the Select label data paragraph is entirely devoted to this topic. 

• Press the Select fields button; to select the fields to print on the label, consult the Select label 
fields paragraph. 

• Press the Set Printer button; following the order of operations given in How to insert printing 
limits gives you a powerful tool for maximum printing results. 

• The Set Printer button opens the Windows dialog box to set all the printer's parameters. 

• When all data have been correctly entered, hit the Print button. 
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• The Printing labels session data window displays some data for checking the selected 
parameters: horizontal and vertical dimensions of the sheet and of the label, number of pages to 
print and labels being printed. 

• Hit the Print button and the printing procedure begins. 
8.3.3 Select Label Fields 

A dialog box displays three distinct areas: the Field list area to select fields; Separator list to 
select separators and View Labels to show the result of the field and separator selection. 



Select label fields 



ROWID 




SYSCOD 




ROWJ 




ROW_2 


■ 



View labels 



RCW_5< returns 
ROW_6-=: returns 
ROW_7-=: returns 
ROW_S-=: returns 
ROW 9 



■Separator list 



* spaces- 
■=: returns 
^always return* 



Separator OK 



Delete last field 


Delete all 







OK 


Cancel 











Definition of the Fields to Print 



Field List 

All file column headers are listed. 
To select a field: 

• Double-click an item on the field list, 
or 

• Click an item on the list. 

. Press the Field OK button. 

The selected field is displayed in the View Label space. 
Separator List 

You can enter more than one field separated by a space on a label row, or you can leave a blank 
row between two label rows. The end of each row has to be marked by a separator. 

The separators you can choose between are: 

<space> Used to separate two fields on the same row, for instance 

NAME@<space>@SURNAME_FIRM. 
<return> This separator must always be set at the end of each label row, e.g. 

COURTESY<new line>. If the field preceding this separator is 

blank, the row will not be printed. 
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<always return> 



View Labels 



If this separator is selected, the row will be printed even if the 
field preceding the separator is blank. For example, 
COURTESY <always return>: if the cell for the COURTESY 
column is blank, a blank line will be printed. 



Shows the field and separators as they will appear on the label: each row refers to a row on the 
label. Obviously the <space> <return> <always return> separators used will not be printed. 
The Delete last field button cancels the last item (separator or field) added; Delete all clears the 
whole space. 

When a new file is created, the program automatically generates a sequence of fields and separators 

used to print a predefined label. 

To save any changes you make, press the OK button. 

8.3.3.1 Select Label Data 

In the Label Setup dialog box, enter the values for the label page margins and label margins in 
centimeters; you can also decide whether the text should be centered horizontally and/or vertically 
within the labels. 

In the Font Size space, select the 10 or 12 point character; the automatic option allows the program 
to automatically compute the maximum font size for each label from between 14 and 8 points. 
The three spaces and required parameters that make up the dialog box are described below: 



Label Setup 



Page 

Left margin 
Top margin 

Number of horizontal labels 
V Print Landscape 



Right margin 

Bottom margin 

Number of vertical labels 



-Label — 
Left margin 

Torj margin 

Center text horizontally 

Font size 
C 10 points 



Right margin C 
Bottom margin 0 
W Center text vertically. 



r 12 points 



r* Automatic 



Setup Label Format 



Page 

Margins 



Number of Horizontal Labels 
Number of Vertical Labels 



Some label sheets have margins impossible to use when printing. 
For these margins, for the four sides of the sheet, sizes can be 
entered in centimeters. If the label sheet has no margins, then the 
value for this parameter will be zero. 
Enter the number of horizontal labels on the sheet. 

Enter the number of vertical labels on the sheet. 



Label 



Margins 



If you wish you can leave a blank margin within each label; the 
values must be entered in centimetres. 
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Center Text Horizontally 



Center Text Vertically 



Font Size 
Automatic 



Selecting this box, the text of each, single label will be 
horizontally centered within the label space. 
Selecting this box, the text of each, single label will be vertically 
centered within the label space. 



Label by label, the program calculates the maximum possible font 
size from betweenl4 to 8 points. This calculation is performed 
taking both the horizontal and the vertical size into consideration. 
If a label has such a long row (or so many rows) that it cannot be 
printed entirely, then a message is posted in a Message window. 
The incomplete label will be printed in any case. 
10 points Labels will be printed with 10 point font size. 

12 points Labels will be printed with 12 point font size. 

Confirm the selected options using the OK button; when saving data to file, these options will be 
saved too. 
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9 Error messages 

Messages either appear immediately or else are listed in a message window. Besides the relevant 
text, the table name and row number relating to the error are listed. Double-clicking on the error 
immediately takes you to the line where the error occurred. 

By selecting the Don't warn button, you can disactivate the immediate display of errors. In order 
to reactivate this option, use the Warning Messages command in the Windows menu. 
The text messages, with their relevant explanation, are listed below: 

A cost center cannot have this class 

Only the main accounts can have a classification. 

A group cannot have a currency symbol 

Only accounts can have a currency symbol. 

A group cannot have this class 

Only the main accounts can have a classification. 

Account already exists 

The account number input already exists on the chart of accounts. 
Account not found 

This error appears when an account number is used that does not exist on the chart of accounts. 
Account with unidentical currencies 

You are entering on an account with an inappropriate currency. This error also appears when two 
accounts not in basic currency are used on the same transaction row. 

Account without grouping 

This account does not belong to any group. 

Accounts in basic currency: foreign currency not used 

A transaction in foreign currency has been input but the accounts used are only in basic currency. 
For transactions on these accounts, amounts in basic currency are used exclusively. 

After these changes a Global Recalculate is advisable. 

Some modifications have been made that could change the amounts in the file, so it is advisable to 
perform a global calculation. 

Applications incompatible: impossible to proceed with merge. 

You have tried to merge two different types of files. 

Basic currency amount missing 

The amount in basic currency was not input on the transaction. This is always necessary. 
Basic data. Profit/Loss exchange rate accounts missing: Still continue? 

Before continuing insert and indicate in the basic accounting data the exchange rate profit and loss 
accounts. 

Before proceeding, indicate basic accounting currency in basic data 

You need to specify the basic accounting currency. 

Cannot create file: Incompatible type or version 

You have tried to load a file from an incompatible source. 

Cannot find memorized lines to copy. 

This code warns that the memorized lines to be copied cannot be found. 
Cannot recover accounting balances with or without multi-currencies 

You are trying to recover opening balances from an account with or without the multi- currency 
option. The operation is impossible. 

Careful there are imbalances. Still continue? 

If you continue, there may be errors. First eliminate the imbalances. 
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Careful: conversion of accounting to double-entry. Incomplete data 

Simple accounting is no longer supported by the 4.00 version and it will be converted to 
double-entry. Careful, there might be conversion errors. 

CC Third not found 

You have input a cost center whose number/symbol does not exist on the chart of accounts. 
(Account number preceeded by a semi-colon";"). 

CC1 not found 

You have input a cost center whose number/symbol does not exist on the chart of accounts. 
(Account number preceeded by a full-stop "."). 

CC1 not in currency entered 

The currency entered is different from that on the account (not in basic currency). 
CC2 not found 

You have input a cost center whose number/symbol does not exist on the chart of accounts. 
(Account number preceeded by a comma ","). 

CC2 not in currency entered 

The currency entered is different from that on the account (not in basic currency). 
CC3 not in currency entered 

The currency entered is different from that on the account (not in basic currency). 

Class number does not exist 

The specified classification does not exist. 

Column not found 

Error in the DDE (Dynamic Data Exchange). The column that was input is incorrect. See: Links 
with other programs. 

Comparison column not found 

Error in the DDE (Dynamic Data Exchange). The comparison column to calculate the row cannot 
be found. See: Links with other programs. 

Comparison value not found 

Error in the DDE (Dynamic Data Exchange). Instead of a row number, a value (e.g. 
"Account=1000") is input; this value must already be in the specified cell (e.g.: "1000"). This 
message will appear when either the value is not there or the cell is blank. See Links with other 
programs. 

Continue to copy memorized lines? 

The memorized lines will be recovered that have the same code/doc. 
Continue to unlock account transactions? 

Confirm whether you wish to unlock the accounting transactions. If the accounting is locked again, 
the block 1 and block2 fields will be different. 

Copy basic data too (Header)? 

When two files are merged, the program askes whether the Basic Data should also be copied 
(Options menu). 

Credit account not found 

The account indicated cannot be found on the chart of accounts. 
Credit account not in currency entered 

The currency entered is different from the account currency (not in basic currency). 
Credit account with VAT and not in basic currency 

Resolution of VAT amounts requires that the account be in basic currency. 
Currency not found in exchange rate file 

This currency symbol cannot be found in the exchange rate file. 
Currency symbol does not exist. 

The account's currency has not been indicated in the exchange rate table or in the basic accounting 
data. 
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Currency symbol exists but not the account 

A currency has been indicated but the account number was omitted. 
Currency symbol not found 

The currency symbol cannot be found in the exchange rate table, it is not the basic currency and 
not even the second currency. 

Data field not found: probably relates to a previously filed version 

A file created with a previous version has been opened and when a command is made, the field is 
not found. To avoid this problem, create a new file of the same type and then merge the file that 
created the error into the new file using the Merge File command from the Options menu. 

Date after closure date (basic data) 

The transaction date is after the final date of the basic accounting data. 
Date after program expiry date 

This is a trial program with an expiry date. It should not be used after this date. 
Date prior to opening date (basic data) 

The transaction date is prior to the initial date of the basic accounting data. 
Debit account not found 

The account indicated cannot be found on the chart of accounts. 
Debit account not in currency entered. 

The currency entered is different from that on the account (not in basic currency). 
Debit account with VAT and not in basic currency 

Resolution of VAT amounts requires that the account be in basic currency. 
DEBIT-CREDIT difference 

The debit transaction total does not agree with the credit one. Use the Search for transaction 
differences command. 

Demo-version: operation not available 

You have tried to save or print the file. Unfortunately this is a demonstration version so it is not 
possible to perform this command. 

Destination field goes beyond table limit 

The destination area for the Paste selction is greater than the limits of the table. 
Difference found 

The program has found where the difference occurred. 

Difference not found (alternative command Recheck accounting Shift+F9) 

When the Search for transaction difference command has been activated but no difference can be 
found. 

Different exchange rate multiplier 

There is a different exchange rate in the exchange rate table. 

Empty field name, or already exists 

You want to add a field with a name that already exists. 

Error during row sort: cannot continue 

During the row sort, an error occurred that does not allow the continuation of the current 
transaction. 

Error of unknown data field type. 

The type of field is not among those defined. 

Error: saving to disk not possible 

The file or disk is protected or full. 

Euro exchange rate file not found. Impossible to continue with conversion 

The Exchange.ac2 file cannot be found. 

Exchange rate above maximum exchange rate 

The exchange rate input is above the maximum specified in the exchange rate table. 
Exchange rate below minimum exchange rate 

The exchange rate input is below the minimum specified in the exchange rate table. 
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Exchange rate difference account not in the basic currency 

The exchange rate profit and loss account must be in the basic currency. 

F6 Key = import row values with similar text 

Transaction values with the same text will be used. 

F6 Key = progressive numbers or paste memorized lines 

If there is a value in the DOC column, memorized lines will be used that have the same value. If it 
is blank, an automatically progressive number will be assigned. 

File already exists: Overwrite? 

The program asks whether the current data should be overwritten with the new. 
File already loaded. Close the one in memory before reloading. 

The file is already loaded: to reload it, the Close command should be used in the File menu. 
File is not a cash book 

You are trying to recover balances from the cash book but the file is not a cash type. 
File is not a report 

You are trying to calculate a report but the specified file is not of the report type. 
File is not an exchange rate history file 

You want to load the exchange rates, but the file is not one with past exchange rates. 

File is not double-entry accounting 

You need to specify a double-entry accounting file type. 

File not available 

It's not possible to load the file: it may have been deleted or it may be found by using a different 
path. 

File not found 

Error in the DDE (Dynamic Data Exchange). A file has been specified that was not loaded at the 
time the DDE was performed. See: Links with other programs. 

File not found: Cannot load 

The requested file name cannot be found. 

File saved with another set of characters. Want to convert? 

You are trying to open a file created with another operating system. It is possible that not all the 
characters will be correctly converted. 

Foreign currency amount missing 

No foreign currency amount was input on the transaction. 

Foreign exchange but amounts in basic currency 

For a transaction in basic currency, the exchange rate must be 1 .0. 

Group and GR cannot be the same 

The group cannot have the same value as the code in the GR column. 
Group not found 

The specified group number cannot be found. 
If there's a group there cannot be an account 

On the chart of accounts. Both an account number and a group number have been input on the 
same row. 

Impossible to lock: row locked with more recent lock date than system date 

You have tried to lock a transaction row that has a date ahead of the system's date. Impossible to 
lock rows that have the following day's date. 

Impossible to lock: row locked with more recent transaction date than system date 

You have tried to lock a row after having changed the date and time of the computer clock. A 
locked row with a more recent date than the system date already exists. 

Impossible to lock: transaction date more recent than system date. 

You have tried to lock a transaction row that has a date ahead of the system's date. Impossible to 
lock rows that have the following day's date. 
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Impossible to merge file with itself 

The same file name was entered by mistake. 

Infinite recurrence: impossible to continue 

A transaction has taken place that has no end (infinite recurrence). The transaction will be stopped. 
This error can appear when a superior group is totalled to a sub-group. For example, in the 
summaries group 10 is totalled to group 1 and group 1 is totalled in group 10. 

Insufficient memory: cannot carry out operation 

This memory is almost full. To be able to complete the operation, close the work open in other files 
or programs. 

Invalid date 

The date has not been inserted in the correct format: the format used is the one set in the Windows 
Control Panel. 

Invalid file format 

The file name in which to save the file is not correct. 
Invalid hour 

The format for the time is incorrect. 

Invalid password 

Invalid password. 

Label size incorrect: check margins and borders. 

Sizes have been input that don't allow any space for the label. 

Language directory 'LangDIP not found 

The program was not installed correctly or has been moved or copied. 
Locked rows: impossible to unlock 

You have tried to unlock rows that have been locked. When a row has been locked, it cannot be 
edited or unlocked. If you use the Protect Rows command in the Edit menu, this message appears. 

Loss exchange rate account not found (basic data) 

Using recalculate account groups, the program updates the Balance Calculated column with the 
daily exchange rates and carries forward any losses to the appropriate account which, however, 
does not exist or has not been specified. (Options, Basic Data). 

Lower value has reached minimum allowed 

The numerical value inserted in the field is inferior to the minimum allowed. Check the limits in 
the Edit Data dialog window, Setup Fields command in the Data window. 

Maximum number of open files reached: please close one file 

The number of files has reached the maximum allowed: to continue the operation, close one file. 
Merge: VAT code equal but values differ 

The same codes have been found on the VAT table, but with different percentages or meanings. 
More recent version on file (). Could be some incompatible data. 

You are trying to open a file created with a more recent version than the one being used. 
Must be a numeric value 

The field in which the data was inserted requires a numerical value. 
No exchange rate difference 

There are no exchange rate differences on the accounts. 
No Find text has been specified 

A search operation has been started without inserting the text to search for. 
Not a report type file 

The file name specified does not correspond to a report file. Check that the name has been 
indicated correctly. 

Number of horizontal or vertical labels incorrectly inserted 

Indicate how many labels there are on a page. 
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Number of possible attempts to introduce password has been reached 

You have tried to open a file four times with an incorrect password and have reached the maximum 
number of times allowed to input the password. 

Opening exchange rate for this currency is missing (Exchange rate table) 

For this currency no opening exchange rate has been given. 

Other basic currency amount 

The currency for the transaction is basic currency and thus the currency amount and that of the 
basic currency must be the same. 

Possible difference 

It's possible that a difference exists. 

Previous version on file. Still want to continue? 

You are trying to open a file created with an older version than the one you are using. Once 
confirmed with the Yes key, the program will proceed to update the columns of the various tables. 

Profit exchange rate account not found (basic data) 

Using recalculate account groups, the program updates the Balance Calculated column with the 
daily exchange rates and carries forward any profits to the appropriate account which, however, 
does not exist or has not been specified. (Options, Basic Data). 

Profit from balance sheet and profit & loss statement (column previous year) don't agree: Continue? 

There is an accounting difference in the previous year column or an account is missing its 
classification. 

Profit from balance sheet and profit & loss statement (real balance) don't agree: Continue? 

There is an accounting difference or an account is missing its classification. 

Protected cell: cannot delete or edit. 

The cell to be cancelled is in a protected row or column. 

Protected columns or rows: cannot delete or edit. 

The row or columns being cancelled or edited is protected: the protection needs to be removed 
using the Unprotect Rows command in the Edit menu, or select the Protection of the Dip lay 
Columns window, recalled by using the Setup Fields command from the Data menu. 

Protected columns: cannot delete or edit 

One or more columns are protected. If possible, edit the attributes of this field. 
Protected rows: cannot delete or edit 

The rows to be cancelled or edited are protected or locked: the protection has to be removed using 
the Unprotect Rows command in the Edit menu. Warning: if the rows are locked, you cannot 
unprotect any row. 

Protected table: cannot add or delete rows 

The rows of the table are protected: the protection has to be removed with the Unprotect Rows 
command in the Edit menu. 

Recalculate entire account? 

The program asks if you wish to recalculate/recheck the accounting. This operation helps to find 
possible errors that were overlooked up until now. 

Recalculation interrupted 

An error occured during recalculation and the operation has been interrupted. 
Replace the old file with new version? 

The file comes from a previous version. If it is overwritten, the previous version will be deleted. 
Report not found 

You have tried to calculate a report but the name is invalid. Check that the name and the path for 
the report have been correctly specified. 

Row length has reached maximum allowed: information not saved 

A maximum of 32,000 characters can be input on each row. The sum of the characters on a row 
cannot be more than 32,000 otherwise the subsequent characters will not be memorized. 
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Row not found 

Error in the DDE (Dynamic Data Exchange). The row number specified goes beyond the row 
number for the file. See: Links to other Programs. 

Row number for first horizontal label or first vertical label incorrectly inserted 

Values are greater than those indicated for a sheet of labels. 

Selection fields for printing labels is blank 

No fields have been specified for the selection. 

Selection much too broad: part will be curtailed 

It's not possible to copy the whole area selected. Part of the values will not be selected. 
Source and destination fields don't match 

When you use the Paste or Paste Rows selection, the size of the destination area has to be exactly 
the same as the area in which you are currently working. 

System view: cannot delete 

You are trying to delete a view belonging to the application. 

Sytem field: cannot delete 

A predefined field that cannot be deleted. 

Table not found 

Error in the DDE (Dynamic Data Exchange). A table has been specified that was not loaded at the 
time the DDE was performed. See: Links with other programs. 

Text length exceeds label size 

Text length exceeds label size and will be cut short. 

Text not found 

The text you are searching for in the table does not exist: check that it was typed correctly and 
verify the Exact words only, Upper case = Lower case, Area selected. 

The exchange rate input is not the one actually calculated 

The foreign currency amount calculated using the input exchange rate does not give the result as an 
amount in basic currency. 

There are exchange rate differences not entered. Still continue? 

First enter the exchange rate differences and only proceed with the operation thereafter. 
There's an opening balance but no account 

An opening amount has been indicated but the account is missing. 

Totalization group not found. 

The group number specified cannot be found. 

Transaction balance not at zero 

The transaction is not complete. It's possible there are differences in the VAT calculation. 

Transaction difference on account 

There are differences in the transactions. 

Transaction errors: Impossible to lock 

Before proceeding to lock, you need to verify that there are no errors in the accounting. 
Transaction not registered: Date prior or equal to the lock date 

If there is a lock date for the accounting, transactions cannot be input with a similar or prior date. 

Transaction not registered: No transaction date 

A date needs to be specified in the transaction. 

Undefined error 

An undefined error occured during the completion of the program. 
Upper value has reached maximum allowed 

The numerical value inserted in the field is superior to the maximum allowed. Check the limits in 
the Edit Data dialog window, Setup Fields command in the Data menu. 

VAT account not found 

The VAT account specified or loaded from the VAT code table does not exist on the chart of 
accounts. 
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VAT account not in basic currency 

The account where the VAT will be entered is not in basic currency. 
VAT code not found 

The VAT code input on the transactions does not exist in the VAT code table. 
VAT percentage not right for VAT code 

There is a VAT percentage in the transaction that does not exist on the VAT code table. You 
should not change the VAT codes if there are locked transactions that have used this code. 

Warning - this operation cannot be cancelled: Still want to continue? 

You are performing an operation that cannot be cancelled. Confirm to continue. 

Warning: Account without class 

The account is not a cost center and has a balance. The classification must be indicated. 
Warning: Class 3 or 4 account not in basic currency 

If the Profit & Loss Statement accounts are not in basic currency, it will constantly change due to 
exchange rate fluctuations. 

Warning: Credit account has no class 

The account indicated does not belong to any classification. 
Warning: Debit account has no class 

The account indicated does not belong to any classification. 
Warning: Profit/Loss not yet assigned 

The balances have been brought forward but there is a difference between the opening and closing 
balances due to the fact that profits or losses have not been assigned. 

Warning: the two accounting systems are not of exactly the same type. Data loss is possible. Still want 
to continue? 

If the appointed accounting does not contain VAT and the one in which you are working operates 
with VAT, the VAT data will be lost. 

Warning: This isn't the fixed rate 

The currency has a fixed exchange rate. There can be no other exchange than that on the exchange 
rate table or in the basic data. This could possibly not be an error if slightly different rounding 
figures have been used. 

Warning: Transaction multiplier is not the one from the exchange rate table 

For this currency you are using a different multiplier from that specified on the exchange rate table. 
Recalculate the exchange rate for the transaction. 

Warning: VAT account already debited/credited on this transaction 

The transaction debits or credits the VAT a/c more than once since, as well as entering the VAT 
code in the VAT code column, it has also been entered on the VAT a/c in either the debit or credit 
column for the same transaction. 

Warning: VAT in credit without credit account 

VAT is being entered but the transaction is not complete since the account to complete the 
transaction is missing. 

Warning: VAT in debit without debit account 

VAT is being entered but the transaction is not complete since the account to complete the 
transaction is missing. 

Warning: VAT recorded in credit 

It's possible that there's an error or else it's a correct transaction of a special kind. You can 
disenable this message by using the Don't Advise column in the VAT code table. 

Warning: VAT recorded in debit 

It's possible that there's an error or else it's a correct transaction of a special kind. You can 
disenable this message by using the Don't Advise column in the VAT code table. 



© Copyright Banana. ch - Lugano (Switzerland) 



www.banana.ch 



Shortcut Keys 



114 



10 Shortcut Keys 



As you insert data, it's possible to move to the list at the bottom, where possible selections may be 
found simply by pressing the right key arrow. 

When in the list of selections, using the Enter key picks up the value, while using the Esc key 
cancels the operation. 

General shortcut keys Description 



Esc 



Cancels an operation by leaving a dialog window 



Backspace 


Deletes the previous character by moving backwards with the 
cursor. 


Del 


Deletes the following characters 


Page Up 


Moves up by one page 


Page Down 


Moves down by one page 


jvigni 


i o move Lowdius me iigiii. 


Left 


To move towards the left. 


Up 


To move up one row. 


Down 


To move down one row. 


Home 


To move to the beginning of a row. 


End 


To move to the end of a row. 


Ctrl+Home 


To move to the beginning of a table. 


Ctrl+End 


To move to the lower right angle of the table. 


Ctrl+Down 


Move to the end of a table. 


Ctrl+Up 


Move to the beginning of a table. 


Enter 


Go to the next cell, confirming the typed text. 


Ctrl+F4 


To close the active window. 


Alt+F4 


To exit the program 


Use the shortcut keys to 


Description 


move through the files 




Tab 


When the Edit dialog window is not open (Shift+F2),Tab works 
like the Enter key. 


Shift+Tab 


Go to the previous cell and confirm the typed text 


Ctrl+Tab 


Browse through the windows in the order in which they appear 


Ctrl+F6 


Move to the next window. 


Ctrl+Page Down 


Next table. 


Ctrl+Page Up 


Previous table. 


Alt+Page Down 


Next View 


Alt+Page Up 


Previous View 


F3 


The Find next command from the Data menu 


Shift+F3 


The Find command from the Data menu 
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b5 


The Go to command from the Data menu 


bmtt+b 5 


The Go to base row command from the Data menu 


Editing keys 


Description 


Ctr\-\-Vntor 

V.. II I~_Ej1IICI 


Ann a rnw nplnw trip piitcot'c nncitirvn 

f\ UU. <X 1UW UC1UW lilt ^UloUl O UUMUU11< 


V> II I~±llacl I 


f^rvnv trip cplpptpn tpvt 

vUUy Lilt Stlt/lyLtU Lt/AL. 


onilt+lnsert 


Paste the copied text at the point where the cursor sits. 


Ctrl+Delete 


Delete the content of the selected cells. 


F2 


Edit the content of a cell. 


Shift+F2 


Open a window for inserting very long text fields. 


F4 


Copy the previous cell of the current column (tenth button from 




the right on the toolbar ) 


Shift+F4 


Copy the previous cell and move forwards/ 


F6 


Execute command in the Edit menu. 




Perform a simple recalculation. 


snnt+1 y 


Perform a global recalculation. 


Selection keys 


Description 


Shift+Pape Tin 


Slplprt a column hv moving 1 inwards napp hv na?p 

kJvlvvl CI vUl Wlllll I.' Y V lllti UUVV Cll V) tl i_ V. I.' Y Yj Clti W . 




^Iplppt a f nhiTTiTi nv mnvincr nnwnwarns naop nv naop 

uCltlyL a ^UlUlllll Uy 111U V lllti UUWllWalUo, uagt uy Uuct. 




^Iplppt trip rnw on trip ficrnt 

OCltC'L 1UW Ull lilt- 11H,111. 


Shift+1 oft 


^Iplppt trip rnw on trip Iptt 

U^l^lyL lilt 1UW Ull lilt- 1C1L. 


Shift+TTn 


^Iplppt trip pnliimn iin\x/a"f"n<; 

OCltt'L L11C C'L'lUlllll UUVVCllLlo. 




Slplppt thp pnlumn HownwafHs 

Uvlvvl L11C WU1W11111 UU WllWulUij. 


Shift+Hnme 


Slplprt to thp hpcnntiiTKJ of thp row 


Shift+End 


Slplprt to thp ptiH of thp row 

JvivvL IU lllV^ Llltl Ul LllV^ 1 KJ VV . 


Shift+Ctrl+ Home 


Select to the beginning of the window. 


Shift+Ctrl+ End 


Select to the end of the window. 


Shift+Space 


Select the entire row. 


Ctrl+!Space 


Select the entire column. 


Snitt+Space,Ctrl+Space 


Select the entire window. 


Other shortcuts 


Description 




I^ICW. 


Ctrl+S 


Save. 


Ctrl+O 


Open. 


Ctrl+P 


Print. 


Ctrl+Z 


Undo function. 


Ctrl+Y 


Redo function. 
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Index 



A 

Account 47 

- Chart of Accounts 46 
Account Card 

- Period 62 

- Print All 62 

- Single 61 

- Sort Fields 62 
Accounting 46 

Align on more than one row 36 
Alignment 

- Column 36 
Auditing 65 

Automatic Installation, Disinstallation 9 



- Protect 36 

- Visible 36 

- Width 36 

Copy data to selections 26 
Cost Center 

- CC1 59 

- CC2 59 

- CCThird Party 59 
Cost Centers 72 

- Amounts with VAT 80 

- Create 60 

- Entries 61, 80 

- Example 60 

- Introduction 59 

Create Exchange Rate Difference Entries 87 



B 

Balance Sheet 6 Profit & Loss Statement 83 

Balance Sheet and Profit & Loss Statement 82 

Balance Sheet for Classes 83 

Basic Accounting Guide 46 

Basic Guide 14 

Basic Setup 17 

Basic Setups 18 

c 

Calculate Account Totals 63 
Calculate Line Height 44 
Calculate Period 86 
Cancel 30 
Cancel operation 

- Maximum undo 1 8 
Cash Book 

- Basic Data 95 

- Categories Table 95 

- Cost Center Entries 98 

- Entries with Recoverable VAT 98 

- Entries with VAT Due 97 

- Euro 95 

- Reverse VAT 98 

- Specific Guide 94 

- Transactions Table 96 
CCThird Party 72 
Chart of Accounts 46 
Clear Messages 18 
Column 

- Alignment 36 

- Format 37 

- Header 36 



D 

Data Input 17 
Data Menu 

- Export 40 

- Export in HTML Format 4 1 

- Extract Rows 33 

- Import 39 

- Search 31 

- Sort 33 
DDE 41 
Decimals 21 
Default Font 44 
Delete Page Break 44 
Documents 

- Numbering 65 
Double Entry Accounting 

- Specific Guide 67 
Double-click 16 
Double-Entry accounting 

- New 10 

Double-Entry Accounting 

- Account 72 

- Account Card 6 1 , 62 

- Accounts 71 

- Accounts and Groups 49, 84 

- Balance Sheet and Profit & Loss Statement 82, 83 

- Balance Sheet and Profit & Loss Statement:Enhanced 
Balance Sheet 83 

- Basic Currency 70 

- Basic Data 69 

- Budget 73 

- Calculate Exchange Rate 8 1 

- Calculate Period 86 

- Calculated Balance 73 

- CCThird Party 77 
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- Class 72 

- Classes 83 

- Close Current Year 87 

- Closing Date 70 

- Colums for Multi-currencies 78 

- Cost Center Entries 80 

- Cost Centers 72 

- Create Exchange Rate Difference Entries 87 

- Different Types 68 

- Enhanced Printing 83 

- Entries on more than one Account 78 

- Exchange Rate 76 

- Exchange Rate Difference Entries 81 

- Exchange Rate Differences 74 

- Exchange Rate Entries 8 1 

- Exchange Rate Loss Account 70 

- Exchange Rate Profit Account 70 

- Exchange Rate Table :Exchange Rates 75 

- Export Data 93 

- Foreign Currency 68 

- Free Grouping 84 

- Group 71 

- Header 70 

- HTML File 25 

- Import Accounts 92 

- Import Cash Book 90 

- Import Data 89 

- Import Exchange Rates 92 

- Import Transactions 90 

- Insert Entries 78 

- Loss from Exchange Rate 82 

- Multi-currency Entries 80 

- Multi-currency Option 73 

- New 67 

- New Year 87, 88 

- Opening Balance 72, 73 

- Opening Date 70 

- Opening Exchange Rate 76 

- Period 73 

- Period Balance 73 

- Previous Year Balance 73 

- Profit from Exchange Rate 82 

- Reload balances from last year 89 

- Reverse VAT 79, 80 

- Search for Differences 86 

- Second Currency 70 

- Show Expiry Dates 86 

- Simple Entry 78 

- Speeding up Entries 79 

- Tables 69 

- Totals Table 74 

- Transactions Table 77 

- VAT due Entries 79 

- VAT Entries 79 

- VAT Recoverable Entries 79 

- With VAT 68 



E 

Edit 

- Cells 27 
Edit Menu 

- Copy 27 

- Delete 28 

- Paste 28 

- Cancel Operation 30 

- Copy Downwards 28 

- Copy Rows 29 

- Delete Rows 29 

- Duplicate Rows 29 

- Insert Rows 29 

- Paste Rows 29 

- Protect Rows 29 

- Redo Operation 30 

- Row Commands 29 
Entries 

- Cost Centers 61 
Error messages 106 
Error Messages 17 
Errors 64, 106 
Examples 

- Accounting 67 
Excel 41, 42 
Exchange of Data 39 
Exchange Rate 

- Differences 81 

- Calculate Exchange Rate 8 1 

- Exchange Rate History 92 

- Loss 82 

- Profit 82 
Exchange Rates 

- Import Rates 92 
Export 39 
External Reports 5 1 

F 

Fast Copy 28, 66 
Field 

- Add a Field 37 

- Arrange Fields 34 

- Attributes 35 

- Data 35 

- Delete Field 35 

- Modify Data 37 
Field Attributes 35 
File 21 

- Basic Data 22 

- Convert to New 23 

- HTML File 24 

- Language 22 

- Merge 23 

- Move from one to another 2 1 
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- New Blank 20 

- Password 23 

- Previous Version 22 

- Rename 21 

- Statistics 24 
File Menu 

- Close 22 

- Exit 19 

- New 67 

- Open 21 

- Page Setup 43 

- Print 43, 45 

- Save 19,21,68 

- Save with name 21 
Files 19 

Format 37 

- Column 36 



G 

GR 47, 49, 72 
GR1 72 
GR2 72 
Group 46,47 

- Total in a Group 48 
Group Totals 46 
Groups 47 

- Create a Group 48 



H 

Header 44 
HTML 41 
HTML File 24 



I 

Import 39 

Information Window 1 7 
Introduction 10 

K 

Keyboard 14, 114 
Keys 14 

L 

Labels 

- Guide 101, 102, 103, 104, 105 
Landscape Page 44 
Language 21, 22 



Links 41 

- Excel 42 
Lock Entries 64 

M 

Make back-up copy 19 
Memorized Lines 26, 66 
Menu Dati 

- Sostituzione 31 
Menu File 1 9 

- New 10 
Merge 23 

Message Window 17 

N 

Numbering 

- Documents 65 

P 

Page Break 44 
Page Numbers 44 
Page Setup 43 
Password 23 
Preview 45 
Print 43, 45 

- Landscape 44 

- Page Break 44 

- Preview 45 
Print Merge 102 
Printing Date 44 
Printing Grid 44 
Program Language 1 9 

R 

Recalculate Totals 48, 50 

Recheck Accounting 64 

Reconciliation 50 

Recurring (Errors) 48 

Reload balances from last year 89 

Replace 31 

Restore Sort 33 

Rounding Up 21 

Row 

- Commands 29 

- Copy Rows 29 

- Delete Rows 29 

- Duplicate Rows 29 

- Extrac Rows 33 

- Insert Rows 29 
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- Memorized Lines 30 

- Paste Rows 29 

- Protect Rows 29 

- Protection 65 

- Sort Rows 33 
Row Format 44 



Search 31 

Search for Differences 86 

Second Currency 70, 76 

Second Currency Exchange Rate 71 

Selection 

- Areas 14 

- Mouse 15 

- Row 15 

- Using the Keyboard 15 
Setup 

- Font 18 

- Make back-up copy 19 

- Maximum Number of Undo Operations U 

- Program Language 1 9 

- Save Automatically 19 

- Zoom 19 
Shortcut Keys 114 
Smart fill 17, 19,27 
Sort 33 

Sort Entries by Date 64 
Sostituzione testi 3 1 
Statistics 24 
Summary 

- Calculate External Report 85 
System Directory 9 



VAT 

- % Exempt 54 

- % not Deductible 55 

- Add a New Percentage 53 

- Cost Centers and VAT 80 

- Discounts and Reductions 55 

- Due 53 

- Entering with VAT 54 

- Entries 79 

- Forfait Type 56 

- Gross % 53 

- Gross Entry 59 

- Paid on Imports 56 

- Reverse 55, 79, 80 

- Second Currency 58 

- Splitting 51 

- Taxable 54 

- Total Due 58 

- Total Recoverable 58 

- VAT% 53 

- VAT Account 53 

- VAT and Credit Cards 54, 55 

- VAT Code 53 

- VAT Code Table 51,52 

- VAT codes 10 

- VAT Number 54 

- VAT Report 57 

- VAT Summary 52 
VAT Management 51 
VAT Report 

- Specific Guide 99 

- Transactions Table 99 
View 

- Arrange View 34 

- Modify 38 

- Views Area 39 



Table 

- Create View 38 
Tables 25 

- Memorized Lines 26 

- Selections Table 25 

- Main and Auxiliary Tables 25 
Toolbar 17 

Toolbars 17 
Totalling 49 



w 

Word 41 

z 

Zoom 19 



u 

Unlock Entries 65 
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